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ABOUT THIS COURSE

Welcome to Bowman Systems’ ServicePoint User’s Guide. This instructor-led training course
will provide course participants with the skills necessary to administer and configure
ServicePoint components in addition to supporting ServicePoint users.

Students of this course will be introduced to commonly performed tasks related to ServicePoint
management and provide practical exercises involved with User account management, security
configuration and other duties and responsibilities.

This manual is intended to serve as a source of reference. Due to the accelerated nature of this
course, it is highly recommended that you review this manual in its entirety once you return to
your place of business and continue to consult this guide throughout the learning process.

THIS GUIDE IS NOT A REPLACEMENT FOR OUR “STEP BY STEP” HELP FILE, BUT RATHER A
SUPPLEMENT TO ENHANCE THE TRAINING CURRICULUM.

INTENDED AUDIENCE

This course was developed for individuals designated to be the “System Administrator” of their
ServicePoint system. It starts by having participants work at the “Case Manager” level of the
system to understand the type of work to be performed by the End Users they will be supporting.
Once this foundation is established, the participant is advanced to the “System Administrator”
level providing a view and focus on what is required to adequately setup and manage your
ServicePoint System. Some chapters (ClientPoint, ShelterPoint, SkanPoint, and Reports) of this
manual may be used specifically for End User training.

PREREQUISITES

There are no formal prerequisites such as coursework or a specific knowledge base. It is
assumed however that you are comfortable with computers, are familiar with the Microsoft
Windows user interface and have used a web-browser to surf the Internet.
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USING THIS MANUAL

Tips and Troubleshooting Notes
% This icon will provide tips to usage and techniques that apply to the topic being

discussed.

Caution
This icon warns of ramfications of actions taken. You are cautioned to take care

.&1 in performing certain tasks, particularly those related to system configuration
and data entry.

Exercise
Included as part of this course are hands-on exercises to help reinforce
introduced topics.

Other reference material relevant to the topics covered in this course can be found in the
Appendix at the end of the manual.
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OBJECTIVES OF THIS COURSE
At the end of this course, participants will be able to:

Navigate ServicePoint’s User interface.

List commonly assigned roles of ServicePoint users. ¢ (

o)
Create and configure ServicePoint objects for system usage.

Choose the appropriate ServicePoint module for assigned tasks.

vV v v Vv Vv

Select the appropriate steps to access and perform data entry within ServicePoint’s major

components.

v

Describe the importance of consistency related to data entry tracking and reporting

information.

Describe the importance of workflow development within a ServicePoint environment.
Create, configure and manage user accounts.

Plan and create a ServicePoint structure relevant to a given scenario.

Apply system configuration using ServicePoint’s security model.

Create Client ID cards.

vV v v v Vv Vv

Describe the how to manage ServicePoint licenses.
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CHAPTER 1: THE SERVICEPOINT
COMMUNITY

CHAPTER OBJECTIVES:

= Provide overview of ServicePoint features and functions.

= Familiarize participants to considerations related to real-time environment.

= Introduce terminology specific to ServicePoint.

= Describe the role and responsibilities associated with a ServicePoint System Administrator.
= Discuss importance of workflow planning and documentation.

= List the hardware and software requirements of a User of ServicePoint.



SERVICEPOINT SYSTEM ADMINISTRATOR

WHAT IS SERVICEPOINT?

ServicePoint is a web-based application that permits organizations to manage Client and resource
data within a real-time environment. Your Client management information system is designed to

address specific Needs of the organization including:

Centralized Client intake and detailed Shelter/Bed Management

assessments

Record of Services provided Custom Reporting Capabilities

Case Management Flexible Security and Data Sharing Options
Area Agency and Program Designations HIPAA Compliance

Those who use ServicePoint have the ability to record Client demographics, assessment,
referrals, historical information, and outcome measurements in addition to generating reports like

the HUD APR, the PATH Report, and others.

Organizations using ServicePoint have the advantage of being able to:

Quickly help those in need and those seeking  Provide selective data security for each
Services. Provider and Client (complete access, partial
access, no access).

Provide detailed and summarized data to meet

. . . Control user accessibility to your
funding reporting requirements. Yoy

ServicePoint system using role assignments.

Make the task of tracking Client activities,
Needs and provided Services easier. Generate standard and customized reports.

Confidently share data with others within
your ServicePoint community.
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SERVICEPOINT PROVIDERS

System Administrators are responsible for establishing and maintaining the
ServicePoint environment. Their decisions directly impact the organization of, and the
ability to share, Client information. ServicePoint information is organized using objects
known as Providers. A ServicePoint Provider can represent a community, a continuum of care,
an agency, a program/project or a site. The ServicePoint “environment” is simply the
hierarchical structure of each Provider’s relationship to one another. This Provider hierarchy
starts with Level 1 Providers and can work its way infinitely downward. However, we
recommend keeping the Provider structure to an easily managed number of levels whenever

possible.

Sharing information is one of the key elements of a community. ServicePoint permits the
sharing of information through the management of several levels of security. Each Provider can
determine not only who can see their clients’ information, but also which aspects of their clients’
information can be seen. This allows users of ServicePoint to have confidence that their Client

data is secured to meet legislative and organization requirements.

SYSTEM ADMINISTRATOR ROLE AND RESPONSIBILITIES

System Administrators are assigned the responsibility of overall management of the ServicePoint

system and its users.

This includes:

® Designing the ServicePoint structure to reflect your organization’s operational environment
and data entry Needs

® Identifying your community’s agencies and related Services and Needs

e  Working with others within your organization to identify and document
workflow related to ServicePoint User roles and data entry processes and
procedures

® (Creating and configuring the ServicePoint structure in accordance with
each agency’s Needs

© Copyright 2004 Bowman Systems LLC Page 10
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e Securing Client and agency data from possible unauthorized access
® Educating Users of the proper use of your ServicePoint system

e Serving as a point of contact to ServicePoint Users

® Ensuring workstation minimum requirements are met

e Educating users of the proper use of Windows-based interface and related components

USERS AND USER ROLES

Each User within ServicePoint is identified as belonging to a particular Provider called
their Default Provider. Once created, Users cannot be moved from one Provider to
another. If a User Needs to enter data for more than one Provider, then that User must
be given a separate User Logon ID and Passcode for each Provider. However, if the User
Needs to enter data for more than one Provider within its own agency or hierarchical
Provider structure, his/her User ID can be given explicit permission to enter data for

those Providers. This does not require multiple Logon IDs and Passcodes.

ServicePoint users are assigned specific roles based on their designated duties. Security-
sensitive components of a Client's record are either displayed or hidden within ServicePoint
based on the role assigned. Although there are a variety of roles that can be assigned, this course

will concentrate on three of the most commonly assigned roles:

System Administrator II — individuals assigned to provide system-wide management and
support of a ServicePoint environment.

Agency Administrator — individuals assigned to perform management
and support at an agency level within a ServicePoint community.

Case Manager II — individuals assigned to maintain Client records and
perform the majority of data entry related to Client activities and the
Services provided.

A detailed breakdown of user roles is listed in Appendix A. A chart of role capabilities
is shown in Appendix B.

© Copyright 2004 Bowman Systems LLC Page 11



SERVICEPOINT SYSTEM ADMINISTRATOR

DEVELOPING A SERVICEPOINT SYSTEM USAGE FLOW

ServicePoint is a highly flexible system that can be configured to reveal information needed for
Client assistance and Service tracking purposes. The development of procedures to reflect how
work is done within your organization is an important element in the management and usage of
ServicePoint. Published processes and procedures that Users can follow in order to achieve tasks

will greatly assist in the successful transition to a ServicePoint community.

Workflow development is a joint effort. Administrators serve as facilitators in helping others to
understand what is needed and what must be collected in order to reflect their particular

organizational Needs within ServicePoint.

During this course, we will follow a sample workflow. As you are working through
the course, we ask that you think about day-to-day activities and how data is
collected within your organization and community. Workflows introduced in this

% course are intended for training purposes only and do not represent all ways of
doing business or all possible system setups/configurations. Your specific setup
will depend on your own community’s needs and the daily activities of each
organization using ServicePoint.

SERVICEPOINT HARDWARE AND SOFTWARE

As shown below, the Internet is a means to transport data between ServicePoint Users and the
Data Center (no information is stored within the Internet). Using one server to house the
ServicePoint application and another server to store Client and Provider data, your web-based

ServicePoint system is accessible via a network connection or through a dial-up modem.
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ServicePoint
Dial-Up User Workstation
Processor: Intel S00MHZ
Memory: 64MB
08S: Windows 98, 2000, XP
Browser: Internet Explorer 5.5 or Higher

Or Metscape 6 or Higher

The internet

SarvicePoint Client Intranet
Network User Workstation Server
Processor: Intel S00MHZ

Memory: 64MEB

0%: Windows 98, 2000, XP
Browser: Internel Explorer 5.5 or Higher
Or Netscape 6 or Higher

Figure 1: ServicePoint Connectivity Methods

ServicePoint
Application Server
Processor: Intel 2GHZ
Memory: 1GB
OS: Linux or Windows 2x
Hard Drive: 18GE

ServicePoint
Data Server
Processor, Intel 2GHZ
Memory: 2GB
QS Windows 2x

Hard Drive: 36GE

operation. It is the System Administrator’s responsibility to ensure that each

% 4 Take note of the workstation system requirements for ServicePoint access and

User’s computer meets these requirements.
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IN SUMMARY...

= ServicePoint is a web-based Client management system and includes numerous features to
help public Service organizations manage their Client base.

= ServicePoint is HIPAA compliant.

» The main “objects” within ServicePoint are called Providers.
= Provider structures are presented in a hierarchical manner.

= Providers can be CoC, agency, program /project or site.

= A community is a grouping of Providers who share common interests in serving those in
need.

= Sharing information is an important element of a ServicePoint community.

= The role of the Administrator is to provide system usage support and training, in addition to
performing day-to-day system maintenance.

= Several security-sensitive roles can be assigned to a User depending on the User’s
responsibilities within their ServicePoint system.

=  Understanding how the system will be used to support daily activities of your organization
and with the community is an important component in the smooth transition to a ServicePoint
environment.
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CHAPTER 2: GETTING STARTED

CHAPTER OBJECTIVES:

List the main modules within ServicePoint.

= Describe the functionality of each ServicePoint module.

= Discuss data security considerations related to User usage.

= List information needed to access and connect to a ServicePoint system.
» Navigate ServicePoint using Navigation Tabs and the Navigation Box.

= Explain when to use and when not to use the web browser Back Button.
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ACCESSING THE SERVICEPOINT SYSTEM

Each User of ServicePoint must be verified as an authorized User by means of an assigned logon
name and password. Based on what has been assigned by the Administrator, the verification
process permits ServicePoint to identify the User and to grant or restrict access (called
permissions) to the various ServicePoint areas. Tasks related to how permissions are assigned

are provided in the Administration section of this course.

DATA SECURITY CONSIDERATION

The security and confidentiality of Client data is very important and taken very seriously within
the ServicePoint application. Bowman Systems has taken extraordinary steps in the design of
ServicePoint to give each Provider complete control over who can access its Client data and

what Client data can be access.

It is important that all users follow the security and data sharing procedures set forth by the
Administrator. Failure to protect confidential data could result in employment termination, as

well as legal action against the User.

Habits can be instilled to keep the level of security integrity high. Recommendations are as

follows:

Users should guard their IDs and passwords.
Users should not share or write down passwords.
Users should not store Client names and social security numbers on their computer system.

Users should avoid creating screen prints. If done, documents should be protected from
unauthorized viewing and disposed of properly as soon as possible.
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WEB BROWSERS

To display the ServicePoint Logon Screen, users will need access to:

® a web browser and,

e the Internet, either through the agency’s network or by dial-up.

The two most common web browsers are Internet Explorer (IE) or Netscape. Though
ServicePoint is compatible with many other commonly used web browser applications,

ServicePoint is best experienced with Internet Explorer.

DATA ENCRYPTION AND SITE ADDRESSING

Encryption is the method of converting data into a mass of meaningless and random information
in order to protect the data as it travels "over-the-wire" from one location to another.
ServicePoint uses Verisign's Secure Socket Layer (SSL) 128-bit encryption protocol (the most
secure encryption method) to secure communication from the database server to the User's
computer. Internet Explorer 5.0+ and Netscape 6.0+ both have 128-bit encryption capability for
sending information from the User's computer to the database server. We recommend using a

current version of either of these browsers to complete this "security loop."

Web browsers use an addressing method called URL (Uniform Resource Locator) to find
websites on the Internet. Users will need to know the address to their ServicePoint site in order
to gain access. Web browsers look for key words at the beginning of the address to indicate

which technology to use when connecting to a web site.

® The use of http:// tells the browser to use a standard (unsecured) Internet connection.

e Using https:// tells the browser to connect using a secure (protected) connection.

All ServicePoint Live Sites have this added level of security, so all ServicePoint Live Site URLs
begin with “https”. However, ServicePoint Training Sites are not equipped with this extra layer
of security, so their URL's begin with "http". The latest versions of web browsers will
automatically detect which protocol to use. Therefore, access to ServicePoint can be gained

n

simply by typing "www?3.servicept.com/
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For this training session, your Instructor will provide you with an address that
will be used for the remainder of the course. Please enter the address in the
space provided below. Use the second line to record your Live Site’s URL:

% http://

https://

USER NAME AND PASSWORD

In addition to having an address to a ServicePoint site, a User name and password are also
needed. ServicePoint requires User passwords are between 8 and 16 characters in length AND
contain at least 2 numbers. Both System and Agency Administrators can enter new Users into
the system, and when they do so, a Password is automatically generated by ServicePoint. After
the new User logs into the system the first time, they will then be required to change the initial
password to one of their choice (Figures 2 & 3 below). However, the password must conform to
the password requirements mentioned above. For security reasons, passwords expire after 45
days. When this happens, the User is required to select another password before entry into the

system is allowed.

You should never share or write your password in a place where it can be easily
; !*_-. seen or retrieved by others. One way to keep track of your password is to keep it
in your name and address book under a code name.

SERVICEPOINT LOGON SCREEN

When a User enters their Logon and password, ServicePoint validates entry before access is
given. If the wrong Logon or password is typed, ServicePoint will re-display the logon screen.
If a User enters an incorrect Logon or password four times consecutively, ServicePoint will label

2

the account as “inactive.” This requires the Administrator to generate a new password.
ServicePoint does not indicate whether it is the Logon or the password that has been entered

incorrectly.
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ServicPoint

Connecting your community.

LICENSEE_NAME

user: [N
pass: [N
Logon

Forgot your username or password?
Contact your agency administrator

System use requir
with the terms

ServicePoint version 3.05.002
©1999-2004 Bowman Systems L.L.C.
All Rights Reserved

Figure 2: ServicePoint Logon Page

All new users are prompted to accept

ServicPoint

Connecting your community.

LICENSEE_NAME

New |
Please cho«

er Logon.
new password
below.

S

[Logon | Cencel |
(Passwords must be between 8 and 16
characters long with at least two numbers)

System use require:

ur compliance
with the term ns.

sion 3.05.002
©1999-2004 B an Systems L.L.C.
All Rights Reserved

Figure 3: New User Password Logon

or not accept terms and conditions related to their

ServicePoint license agreement and system usage. Once accepted, ServicePoint will grant access

and display its Home Page. (Figure 4)

Please read the following License Agreement.

BY CLICKING ON THE “ACCEPT"™ BUIION,
BE BOUND BY THIS AGR « IF YOU DO NOT
TERMS OF THIS AG I, ¥YOU MAY CLIC
BUTION AND THE SOFIWARE WILL NOT

THE

ACCEPT" [

R
End Uaer Agresement

Important-Read Carefully:
is & legal agreement becween you (eicher

agreement.

¥0U ARE

This End-User Agreement

Do you accept all the terms of the preceding License Agreement? If you choose
Do Not Accept, ServicePoint will cdlose. To run ServicePoint, you must accept this

[ﬁ;cclep: ] [ Da Nol;‘;-\c:ept

4

4 "DO NOT
CONTINUE.

LA")
an individual or

Figure 4:Terms and Conditions Popup Window

© Copyright 2004 Bowman Systems LLC

Page 19



SERVICEPOINT SYSTEM ADMINISTRATOR

)

ShelterPoint

SERVICEPOINT MODULES

e 1

ResourcePoint

ClientPoint

Ser vicePoint

SkanPoint

Report

Figure 5: ServicePoint Major Modules

ServicePoint is divided into six modules: ClientPoint, ResourcePoint, ShelterPoint, SkanPoint,
Reports, Administration, and Help. Below is a list of the modules and their related functionality.
Access to each of these modules is determined by the User’s Access Level (i.e. Volunteer, Case

Manager, Agency Administrator, etc) and the special permissions assigned to each User.

MODULE NAME DESCRIPTION
Client recording and tracking module used to record and maintain
ClientPoint Client demographics, assessments, case plans and Service
transactions.

Utility used to locate Providers of particular Services within the

ResourcePoint . . .
ServicePoint community.

This module is used to perform Client check in/out of shelter beds
ShelterPoint and can now mark beds as “on hold” for securing reservations
and/or for securing all beds in an apartment-style shelter.
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MODULE NAME DESCRIPTION

Utility that eases the burden of Service entry for high volume
Providers by quickly recording one Service for multiple Clients at
) one time. It also allows Providers to assign ID cards that can be
SkanPoint scanned to quickly access a Client’s record.

This module is only visible if turned on by the Administrator at both
the System and User levels.

This module generates standard and custom reports of Client and

Reports Service activities.
Utility used by Users associated with an administrative type role to
. configure the ServicePoint system including adding and configuring
Admin . . . .
Providers, creating and configuring users, and customizing
operational tasks.
Hel Online Help utility with descriptions of system capabilities and
P instructions for performing commonly used tasks.
Table 1
HOMEPAGE

HOMEPAGE COMPONENTS

The HomePage is the first stop for all Users after a successful logon (Figure 6). It is divided into

several areas for informational or access purposes related to Client information management.

S . 3 ° ._ Bowman Systems Sep 27, 2004 /e
ervic AHC - Domestic Violence Center / Bossier City
nnectin r community.
CO SLARG YOI L ry Click here to enter data as another provider.
o_’ MHome
f |navigate NewsFlash - System ™
CligntPeint - Add, edit or view client profile, client assessments, or add, edit, or Protect Our Clients’ Privacy -
view service transactions Flease be sure to logoff each time you
leave your computer. This assures a
Resoyrceraint - Find community resources high level of protection of client
information. Thank you.
0 Shelterpoint - Check housing availability in your community. About Bowman Systems - To find
out more about Bowman Systems,
Reports - View standard reports, or generate custom reports. please access the link below to
suspend ServicePoint and view their
web page. Full Story
Newsflagh - View or post newsflashes for your agency i . >
\,  [Hele - Visit the help area for assistance in using the system. NewsFlash - Agency -o
Followup Li There is no news at this time. J
Type Date Time Remaining
Client Service 09/27/2004 Today

ServicePoint version 3.05.002 (db build #0487)
Licensed to: Bowma stems
© 1999-2004 Bowman Systems L. . All Rights Reserved.

All Righ

Figure 6: ServicePoint HomePage
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Header:

Navigation Bar®:

“Navigate” Box ©:

NewsFlash:

The Header is the blue portion of the screen located at the top of each
ServicePoint page. It contains the following information (Figure 6

above):

e the name of the ServicePoint community @ and the current system
date;

e the User’s default Provider @, as assigned by the Administrator;

e alink for allowing the User to enter data for a Provider other than
his/her Default Provider ©.

The green Navigation Bar is comprised of seven (7) tabs, each one
dedicated to a ServicePoint module. Movement between the modules
is easily accomplished by simply clicking on the desired tab. As the
User transitions through the system, the tabs will change from green to

grey indicating which module the User is currently using.

Logoff returns the User to ServicePoint’s initial Logon screen. If a
User closes his/her browser while in the system, he/she will be logged

out of ServicePoint.

This area provides the User with a brief description of each module. It

also offers another method for entering into the desired module by

means of a web-based element called a hypetlink.

This section is an excellent way to keep users informed of relevant
issues within the ServicePoint community. It is divided into two

sections:

e NewsFlash — System @: Created and updated by the System
Administrator, this area displays information on a system-wide
basis. It is useful for announcing information that all Users in your
ServicePoint installation need to know, e.g. scheduled
maintenance, new legislation that affects your community,
upcoming meetings, etc.
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e NewsFlash — Agency @: Information displayed in the section is
specific and applicable to the agency to which the User belongs. It
can be managed by the Agency Administrator, Executive Director
or System Administrator.

“Followup List”®: When using ServicePoint’s case management section of ClientPoint
(Case Plans), Users can set personal reminders to followup on a
Client’s Goals, Action Steps, or Services. Since “followups” are
created by and for a specific User, User’s can only see his or her own

reminders in this section of the Home Page.

The creation and updating of ‘‘follow-ups” are covered later in this

course.

Footer: This informational area displays ServicePoint’s version number, the
licensed organization, and copyright information for ServicePoint and

the code sets used by permission in ServicePoint.

ServicePoint utilizes Pop-up Windows as part of the system usage and
% operation. Therefore, if you use a Pop-Up Blocker application, consider
disabling it when using ServicePoint.

WORKING WITH MULTIPLE PROVIDERS

If a User has been configured to enter Assessment data for more than one Provider, he/she can

move from one Provider to another using the same account by clicking the Click to enter

data as another Provider located at the top right-hand corner of the screen (Figure 7 below).
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Servic®oint

Connecting your community.

MHome

Bowman Systems Sep 26, 2004

American Heln Cantos To Tolo Contas ! Chravenort

Click here to enter data as another provider. »

Navigate
ClientPaint - Add, edit or view client profile, client assess
view service transactions

EesourcePoint - Find community resources

Shelterpoint - Check housing availability in your communii
Beports - View standard reports, or generate custom repo
Mewsflash - View or post newsflashes for your agency

Help - Visit the help area for assistance in using the syster

Administration - Maintain ServicePoint™ (administrator acg

Followup List

Type Date

Time Remaining

ServicePoint versio|

lar G . .y =1 .
|@ sSenViceRonEEhange Rrovider

|New5FIash - Etem

licrosoftlntennes. (= (B

Change Provider

Click below to select the provider for which you'd like to
enter data or click here to continue entering data as your
default provider (American Help Center In-Take Center

{ Level 3 )).

AHC - Domestic Vislence Center ( Level 4 )
AHC - Food Bank ( Level 4 )
AHC - Soup Kitchen ( Level 5 )

American Help Center In-Take Center { Level 3 1 (default
provider)

East Shreveport Branch { Level 5
West Shreveport Branch ( Level 5 )

Licensed tofESt Nt
© 1999-2004 Bowman Systems L.L.C. All Rights Reserved.

CPT anly

ICD-9-CM £199
Taxonomy &

American Medical

n. All Rights Reserved.

}. All Rights Reserved,

1991 Infarmation and Referral Federation of Los Angeles County, Inc, All Rights Reserved,

Figure 7: Change Provider Popup Window

Close Window

A popup window opens to display all the other Providers for which the User has permission to

enter data, including the User’s default Provider. It may be helpful to think of each Provider as a

separate place, or bucket, within the database where data is collected and stored. Client data

security is applied at the Provider level, therefore it is very important to be sure the User knows

for which Provider he/she is entering data. If the User enters data for the wrong Provider (or the

wrong “bucket”) there could be a breach of confidentiality.

LL

Movement to another Provider will close all existing records and display the
HomePage. Data may be lost if not saved prior to selecting another Provider.
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CONSIDERATIONS WHEN USING A BROWSER

Knowing whether to use the web browser’s navigation bar or ServicePoint’s navigation bar is a
matter of whether the User is working within or outside of ServicePoint. A consideration to
remember when working within ServicePoint ... the User is working in a real-time environment.
When using a web browser, the Back Button takes the User to the last page viewed without
refreshing information displayed on that page. Using ServicePoint’s Navigation Bar (Tabs) or
Box prompts ServicePoint to automatically refresh data in the screen selected and display the

most current information. It is therefore recommended to:

e Use the Navigation Tabs when moving within the ServicePoint system.

e Use the Back Button when moving around outside ServicePoint such as when surfing the
Internet.

USER ACCOUNT INACTIVITY

If a User’s account is inactive for more than 30 minutes, ServicePoint will automatically log the
User out of the system. However, it is important to note that the last accessed page will remain
visible on the User’s computer screen. Users should always log out of the system prior to
leaving their computer unattended for any amount of time. If the screen is left open to a Client

record, there is a potential for a breach in Client confidentiality.

After a User is automatically logged off, and he/she tries to access another ServicePoint page,

ServicePoint will display the following message, prompting the User to log back into the system:

User inactivity has exceeded the max allowed time in ServicePoint.
(Please see your agency administrator for more details.)

Click here to log back into the system.

Figure 8: Inactivity Page
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IN SUMMARY ...

= Access to web-browser software and the Internet is needed to access ServicePoint.
= User identification is verified before access to ServicePoint is granted.
= ServicePoint uses 128-bit encryption to transmit data to and from users.

= ServicePoint’s “Live Sites” are accessed via a secured (https) connection, an extra layer of
security.

= User passwords must be between 8 and 16 characters and contain at least 2 numbers.
= Passwords must be renewed every 45 days.

= ServicePoint consists of 7 major modules: ClientPoint, ResourcePoint, ShelterPoint,
SkanPoint, Reports, Admin, and Help.

= SkanPoint is optional. If not turned on at a system-wide and user level, SkanPoint will not
appear.

= The Home Page has a header area that displays the name of the ServicePoint community, the
current system date and time, the User’s default Provider and a link to change Provider if the
User has the permission to do so.

= Access to ServicePoint modules can be performed using the Navigation Bar or the
“Navigate” Box.

= Users are informed of system-wide information, events, and activities through the News
Flash — System box. Provider-specific information is relayed using the News Flash —
Agency box.

= Use the Navigation Bar and other hyperlinks to move within ServicePoint. Use the
browser’s Back and Forward buttons when browsing outside ServicePoint.
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CHALLENGE STEP ...

1)
2)

3)

4)

Access your community's ServicePoint Training Site.
Logon to the Site.
a) Change your temporary password to a new password.

Use either the Navigation Bar or the Hyperlinks in the Navigation Box to access the seven
modules of ServicePoint.

Access the Help File.
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CHAPTER 3: USING
RESOURCEPOINT

g

CHAPTER OBJECTIVES:

Describe the functionality of ResourcePoint.

= Discuss Provider linkage using parent-child relationships.

= Define taxonomy terms and how they are used in ResourcePoint.

= Describe how to search a ServicePoint community for Providers of advertised Services.
= Describe how the Lookup PopUp window is used to select Service codes.

= Describe how to navigate within the Provider Profile page of ResourcePoint.
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INTRODUCTION

Before we can properly serve our Clients, we must understand and quickly identify the Services
offered within our ServicePoint community. There is a national effort currently underway to
provide a service, similar to 911 Emergency Services, that will provide information and referral

services to individuals and families in times of crisis.

ResourcePoint is an easy-to-use Information and Referral (I&R) tool that allows Users to view
Providers within the ServicePoint community. Users can quickly search their community using a

variety of criteria including name, location, or type of Service offered by a Provider.

PROVIDER PARENT AND CHILD RELATIONSHIPS

The linkage between Providers within ServicePoint is described in terms of parent-child
relationships. A simple example of this is an agency that has several programs. The agency is
the “parent” of the programs, the “child Providers.” The term “Child Provider” does not refer to

an agency or program that provides child Services.

Primary Parent
Provider 1
\ \ \ \

[ Child | | Child | Child | | Child | | Child |
| | | | |
Provider 2 Provider 3 Provider 4 Provider 5 Provider 6
|
| Parent |
| Child | | Child | | Child |
I I \

Provider 7 Provider 8 Provider 9

Figure 9: Parent/Child Relationship
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In Figure 9 above, Providers 2 through 6 are Child Providers of Provider 1 (the “parent”).
Provider 4 is the “parent” to three Child Providers (Provider 7, Provider 8 and Provider 9).

WHAT ARE TAXONOMY TERMS AND WHY ARE THEY
USED?

ServicePoint allows Users to access several standard code sets for recording Client
Needs and Services. Providers are also able to define the Needs and Services they
provide using these code set terms. Each of the code sets is used by different social
service groups, however, the AIRS taxonomy is the one most commonly used. Access to

these code sets is determined at the User level.

The code sets supported by ServicePoint are:

1. | AIRS Taxonomy (Human Services) 2. | CPT: Medical Treatment Codes
3. | ICD-9: Medical Diagnostic Codes* 4. | DSM-4: Mental Health Diagnostic Codes *

* Additional charges apply

The Alliance of Information and Referral Services (AIRS) has created a system to standardize
terminology and definitions used by Human Service organizations known as the AIRS

Taxonomy. This code set enables Providers to:

Define Services, using a standard language of common terms and definitions, for identifying
Client Needs.

e Use an easy and reliable means of locating community services using keyword searches.

Take advantage of collaboration opportunities by providing a common language for use
between different disciplines.

e Use a common point of information sharing between information systems and Provider
databases.

A code set must be selected for each User in order to have transaction tracking
\ capabilities. ServicePoint uses these code sets for all Service Transactions.
L Since the AIRS Taxonomy is the most commonly used code set, all Users are
given access to it by default.
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SEARCHING FOR PROVIDER SERVICES

Selecting the ResourcePoint tab will display the Enter Search Criteria screen (Figure 10). There

are several ways to locate a community resource from this screen:

DN GBS  »+cccorssor

Enter Search Criteria ‘m
pall A B C D EF G HIJKULMMBNOTZPPUG RSTUUW W X Y Z al

Search Term [ ]

City -Select- &l State -Select- ! e
o { County/Parish -Select- el Area -Select- |
zIP E Diagnostic/Service Code loskup
Type -Select- | r | o
d [ servicePoint users only? | ]
A

| Search || Clear Fields |

Figure 10: ResourcePoint Search Page

© Alphabetic: This will list Providers that offer Services by the first letter of the Provider

name. Users can also list all Providers within the community.

@ Using Keyword/Search Terms:  This option permits a more specific means of locating
Providers, searching any words found in the name and the Description of all Providers in
your ServicePoint community. Searching by a part of a name or even a part of a word will
also yield search results. For example, if the user is seeking the ‘Domestic Violence Center’,
entering “Domestic”, “Dom”, or “Violence” would display any known Provider whose name

matches the search criteria entered.

© Location: Users can use this option to search for a Provider based on city, state, county,
region, or zip code. If defined, a User can even search based on the areas served, (i.e. by

certain regions of a county or city).

O Diagnostic/Service Code: System and Agency Administrators can designate the Services
each Provider provides using any of the available taxonomies. This allows Users to search

for agencies based on the specific Services they provide.
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© Type: This option allows the User to search for all Providers who are at a specific level

within the ServicePoint environment or Provider structure.

® servicePolnt Users: When this option is checked, it will display only those Providers who

use ServicePoint.

LookUpP Popupr WINDOW

When selected, the lookup hyperlink displays a popup window that allows Users to search for

Providers that have been identified as providing specific Service codes (Figure 11).

Al ABCDEFGHIJKLMNOPOQRSTIUY WXYZ A
Code Set: AIRS Taxonomy || Search: [shelter [ search | ‘_o
@Search in all levels O Search in this level only

Top Level

“ Easic Neecs * Consumer Services

¥ Criminal Justice and Legal Services ¥ Education

¥ Environmental Quality ¥ Health Care

¥ Income Security ¥ Individual and Family Life

¥ Mental Health Care and Counseling + Organizational/Community Services

¥ Target Groups

Showing 1-11 of 11 | Top

ﬁe structure of the Ta v index and definitions of the terms contained heresin were originally published in
A Taxonomy of Human Services: A Conceptual Fr k with Standardized Terminology and Definiti for
the Field by the Information and Referral federation of Los Angeles County, Inc., 3035 Tyler Ave, El Monte,
CA 91731; Copyright 1983, 1987, 1991. No part of this listing of human services terms and definitions may
be reproduced, stored in a retrieval system, or transmitted in any form or by any means, electrical,
mechanical, photocopying, recording or otherwise without the prior written permission of the Information and
Referral Federation of Los Angeles County, Inc.

Figure 11: Service Code Search Popup Window

If the User has permission to use more than one code set, he/she will need to choose which code

set to access. This is done by choosing the desired code set from the dropdown menu located in

the top left hand corner of the screen.

Finding the desired code can be accomplished one of two ways. Users can either enter search
criteria in the search field @, or they can “drill down” the hierarchical module by clicking on the
black arrow next to the desired code ®. Enter service terms, or words that describe services,

and then click the Search button for the easiest and quickest way to locate a particular code.

© Copyright 2004 Bowman Systems LLC Page 32



SERVICEPOINT SYSTEM ADMINISTRATOR

Users must be configured with permission to use various Code Sets. Granting
Fa | Users this capability is described in the Administration section of this course under

User Configuration.

L R T T T iR S e e T TR T A T TP ) B T = A1 )
W AGCOFtAuiiEiENOfAEIIUYNNIiE [home T Clenrom | v | ohetwwen | swawens | Repons | welp | oot
Code Sats | 125 Tawsnamy [ sowmfrane:  |[Search]
iz lesd Enter Search Criteria
i Al A B C D EE G HI 1 KLBMSNOEPEOOERSTIUWY N XY I A
Ayl Sholiary B Waniher Shalie
[ S R Reanea Search Tarm [ ]
Lamngany Shatery & g | 5
; i '_w II = -Select- [+ State -Select- [~
Emmosency Shaloar isaziing ?ummnm ¥ | County/Parish -Select- [+ Area -Select- |2
iy Cxisia Shakar . =
e 2ip — Diagnostic/Service Code Joakup
Homaians Shghee Sk is Sou 14 Shainer Care =
Type Selact Family Crisis Shelter
Sanyeey Ehaler Enmanl 2aapgh Sheter
[J SZervicePoint users only?
Showisg 118 of 33 Naxt § Tog)
The strwctuen of the Texsssmy index and dufl -
- Barvices. Framemgrh sih Tarmanslogy pad Dalaiisny fer
tha Figld by the Infermation sad Raderrsl federation of Loa Angelen Cawnty, inc_ 3033 Tyler Ave. Bl Mente.
S SETIL Copynght 1983, 19ET. 1991, Na part ofehis b i
b reproduced, stoted i 2 recneval SyEtem. o treaimaed in any ko o by sny mesns, sbecerical.
rchaneal, R thva g
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Figure 12: Service Code Search

Some of the listed terms have a ¥ icon located to the left of the term. This arrow indicates that
there are subcategories associated with that term that more specifically define the Service
desired. Clicking on the term will add that term, along with its associated code, to the

Diagnosis/Service Code section. Selecting the ¥ icon will move the User to the subcategories

for further selection. (Figure 12)

MResourcePoint

o,

Pall A B C D EE G HIJ]KLMM©NOGEDORSTIUYVY W XY Z al
Search Term [shelter |
City -Select- v State -Select- v |
County/Parish -Select- ] Area -Select- [
z1p | Diagnostic/Service Code lookup
Type -Select- 4
[ servicePoint users only? |

Clear Fields

Figure 13: ResourcePoint Search Results Page
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Results of a resource search are shown in the newly displayed screen (Figure 13 above). The

icon (A) indicates that the Provider is a ServicePoint user.

The total number of Providers is displayed on the right-hand portion of the screen (B)  This
screen will display 30 Providers at a time. If more than 30 Providers match your search, click on
the (Next) hyperlink to access additional Providers or the (Prev) hyperlink to access the previous

search results.
Navigating the Provider Profile Page

Once a User selects a Provider, the Provider Profile page is displayed (Figure 14). This page

offers a variety of information that has been configured by the Administrator. In addition to
displaying the name of the Provider @, and whether the Provider is a ServicePoint user @, there
are several hyperlinks: one that can be used to view the “parent” of the Provider ©, one that
allows the User to e-mail the Provider contact, and one that displays the Provider’s website @,

and one that allows the user to display and link to the Provider Profile page of any “child”

Providers of the selected Provider ©.

MResourcePoint

Profile - American Help Center In-Take Center (Level 3) (# 49) ‘—"
-
o—b ServicePoint User (o
Description:

Run by: Norh LA CoC { Level 2 ) (= 351

American Help Center offers of variety of services to
individuals in need including help related to domestic

Person In Charge: Cabe Cate , Program Administrator violence, hunger relief and emergency sheltering.

myname@mydomain com

Website:
=i
- Program Fees:
. HNone
Provider Type: City/County(Parish)
Intake Procedure:

Hours of Operation: Open 24 hours per day, 7 days Phota 10

PR Languages Spoken:

English and Spanish
Main Office: 318/5%3-2100
Toll Free: (888) 580-3831
Fax: (318) 213-1515
Providers under American Help Center In-Take

Location: Map Center:

456 My Street AHC - Domestic Viclence Center (= 527
My Suite AHC - F nk (=

Shreveport, Louisiana 71135

Cadde Parish

Mailing Address:

P. 0. Box 5678

Mail Stop ABA

Shreveport, Louisiana 71135

Disabled Access?: Yes
Brochures on File: Yes

Last Official Update: 05/01/2004

Added on 08/25/2004
Last Updated 03/21/2004

Figure 14: ResourcePoint Provider Information Page
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IN SUMMARY ...

= ResourcePoint is an I&R tool used to view Providers within the ServicePoint community.
= Links between Providers are described by using parent-child relationships.

= Code Sets such as the AIRS Taxonomy are used within ServicePoint to provide a
standardized language for recording Client Needs and provided Services.

= ResourcePoint offers several ways to search a community to locate Providers: by Provider
name, keyword, location, Service code, Provider type (level), and those Providers who are
ServicePoint Users.

* The Lookup popup window is used to locate and select Service codes being sought.

» The Provider Profile screen displays information configured by the Administrator about the
Provider selected.

= Several active hyperlinks within the Provider Profile screen permit the User to move to the
Provider parent or child and/or access a Provider contact or website information.
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CHALLENGE STEP ...

1. Access ResourcePoint.
2. View all Providers in your ServicePoint database.
3. Search for a specific Provider using one or more of the search capabilities.

4. Access a Provider's Profile Page.
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CHAPTER 4: CLIENTPOINT

CHAPTER OBJECTIVES

Describe the components of ClientPoint.

= Apply a sample workflow for ClientPoint usage.

= Recognize information tied to HUD reporting.

= Describe steps necessary to retrieve and add Client records.

= Apply Client-based security to Client records and areas within a Client record.
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CLIENTPOINT COMPONENTS

ClientPoint is made up of four pages, each with its own tab. Like the Main Screen, this provides

easy navigation from one “sub-module” to another.

The functionality of each “sub-module” is as follows:

PAGE NAME DESCRIPTION

Profile Typically collects preliminary and static information about a Client. Each
Provider has control over which Assessment is displayed on this page.
Assessment Used for easy tracking of demographic and statistical information about a

Client.
Case Plans Facilitates the development of measurable Goals and objectives. Client
activities related to Goals are captured for reporting purposes.
Service Used for enter Client Needs, make Referrals to agencies for assistance,
Transaction | 3 Jog Services provided.
Table 2

The majority of work performed by a Case Manager is performed using the ClientPoint module.
Users can create new Client records, retrieve and update existing Client records, capture

assessment information, document case plans, record details related to Services provided.

The following is an example of a common workflow using ServicePoint. This is a highly
generalized workflow that is intended to illustrate several of ServicePoint's designed workflow

features.
1. Search the system to determine whether the Client already has a ServicePoint record created
by another Provider within your ServicePoint community.

2. If the Client record exists and is open for viewing, retrieve the record by clicking on the

appropriate Client name (this is a hyperlink).
3. If the Client does not exist, create a new Client record.

4. Record the Client’s decision to allow your Provider to share his/her information (Release of

Information).

5. Input static information and “enter” the Client into your organization’s program (Entry/Exit).
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6. Assign a caseworker and, if required by established procedures, secure the Client record from

viewing by other Providers.
7. Perform and record an evaluation (or an “Assessment”) of the Client.

8. Develop a strategy that outlines Goals to assist the Client, Client-specific steps to achieving

Goals, and User-specific follow-up items.

9. Identify the Service or Referral needed to complete the task.

In your actual work environment, your workflow may be different. You may have fewer or a
greater number of steps in performing a particular task. For example, a Food Bank may wish to
record only basic Client information and the Service provided. In contrast, a Substance Abuse
Center may require a more comprehensive medical history. In addition, there could be different
people performing each particular task. One person could obtain general information; another

handle the case plans and the recording of Services provided to meet the Client’s need.

HUD EXPECTATIONS

Understanding how Services are being used based on specified criteria allows an organization to
make better decisions as to how to improve the delivery of Services. In addition, the
accumulation and management of statistics related to SERVICES a Provider supplies is necessary

for Federal reporting and funding requirements.

Some areas within ServicePoint require proper entry and setup in order to produce unduplicated
counts when producing reports. As we progress through this course, these areas will be covered,
but it is vital that data entry is performed correctly in order to accurately track and report

Services provided. (For more details, see the HUD Tech Note located on the Self-Service Portal)

SEARCHING CLIENT RECORDS

The first step toward accurate reporting is the prevention of creating duplicate Client records or

files. ServicePoint's Client Search screen prompts Users to search through possible Client

matches before adding a new Client record. (Figure 15 below)
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kClientPaint

Quick Call Information

Grant ROI for call |

Start Call Start Quick Call
Add as New / Search for Existing Client

Last Profile -Select- 4

First * C Im[Jus=[_ ]

ss= = —1-CJ-C1

i N R— T <—0
Gender - Select - hdl

Race - Select - (.

Ethnicity - Select -

Search Filtar [ exact Match?

9—. [ Ada/rind Client | [ Add As Anenymous Client |

= - Saarchable Fisld

Figure 15: ClientPoint Search Page

The Add as New/Search For Existing Client section @ of this screen, allows Users to either add a
new Client record or search for an existing Client record. Once the User enters the Client's
demographic information, clicking on the Add/Find Client button @ prompts ServicePoint to

perform an initial search for Client records with matching criteria. Clicking on the Add As
Anonymous Client button © will add the client to the system but without a name (see the

following Creating Anonymous Client Records section).

ServicePoint only searches the First Name, Last Name, and Social Security
Number fields for ‘“possible matches” when searching for an existing Client
record.

CLIENT IDENTIFICATION

ServicePoint identifies each Client in two ways:

Client ID:
Every Client record that is created is given a Client ID, sometimes called the “Static ID.” This

number is generated by ServicePoint sequentially. Therefore, the 123rd Client Record created in
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an installation of ServicePoint will have the Static ID “123” associated with it. This number will

never change.

Unique Identifier:

The other way in which ServicePoint identifies each Client is the Unique Identifier.

Several fields are used by ServicePoint to generate a Unique Identifier for a Client. These fields

are critical for creating a unique Client record:

e First Name
e Last Name
e Date of Birth

e Gender

It is possible to alter the Client’s name after the creation of his/her record. The Unique ID is
therefore sometimes referred to as the Dynamic ID. When compared with the Static ID, the
Dynamic ID helps provide unduplicated counts for accurate reports of Client data. The Unique

ID is derived from:

the first character of the first name,
the first and third characters from the last name,
a gender representation (m = male, f = female, t = transgender, = null),

all eight characters of the date of birth, and

A

a string of alpha-numeric characters based on the way the Client’s name sounds (the
“soundex”).

For example if the following information is entered, the Unique ID for each of the Clients below
would be as follows:

Name Date of Birth Sex Unique ID
Joshua Jones 10/11/1960 Male 7jn1011960j200;520
Jane Jones Blank Female 7jnf00000000;500;520
Jeremy Jones Blank Blank jjn_0000000j6507520

Table 3
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Since the First Name and Last Name are used to produce the Unique ID, it is
recommended that Users always enter the Client’s full given name. For example,
“Robert Johnson” is more accurate than “Bob Johnson.”

boicrioo | Resoucepoint | Shepoin | Repots | Welp | Loooht
Possible Matches (refine vour results or add as new below)

Hame 55¢# Date of Birth Gender  Race Banned

s Marshall, Boberta 211-47-8956  12/24/1980 Female  Alaskan Native (HUD 40118)
b gi-1of1

Quick Call Info
(Grant ROI for call u
Start Call Start Quick Call
Add as New or Refine Search
Last Profile -Select- |
First [robeta  Jmr[ ] Last®
= -[7] - [esss
Date of Birth (mmy/daivyyy)
(Gender Fernale v
Race American Indian (HUD 40118)
[Ethnicity - Salagt -

Search Filter 7] guact Match?

[ Rsfine Search Criteria | [ Add Client With This Information ]
w = - Searchable Field ‘

Figure 16: ClientPoint Search Page Results

If the Client record exists, clicking on the name hyperlink in the Possible Matches section @
(Figure 16) will access the Client Profile screen of that Client. Notice that after the initial
search, the Add/Find Client button changes to read Refine Search Criteria ©. If the results do

not match, the User can redefine the search criteria and search again.

In addition, the Add as Anonymous Client button has also changed to read Add Client With This
Information @. This button initiates the creation of a new Client record. ServicePoint then

provides one last opportunity to verify that the Client record is not already in the system with a
confirmation separate popup window. Once the User has confirmed that the Client record does

not already exist, a new Client record is finally created.
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CREATING ANONYMOUS CLIENT RECORDS

The Add as Anonymous Client button (Figure 15, ©) can be used if the Client wishes to remain

anonymous. This option might be used to create a Client record for anonymous calls to
Information and Referral (I&R) agencies or for agencies that serve Clients in potentially
sensitive situations such as Domestic Violence or HIV counseling. However, careful
consideration should be given to adding Clients as anonymous, as this feature can potentially

create duplicate Client records.

Client - ZZ0000D00066, Anonymous (#66) FI—E_a [l“;?‘!_ .

Release of Info: None

Client Profile &

Sawve Changes | Exit

Added to Systern Sep 23 2004 03:35PM

First [Anonymous |mi[ ] Last [zzoooooooss
| ss# - -]
Age 55

Additional Profile Information g

Assessment Date o3 B3l:| 32 &&|| Pm _

Date of Birth I (mm/dd/yyyy) H G

Gender I Fermale Wl HG

Race [ white (HUD 40118) HG
Ethnicity I Other i HG

Figure 17: Client Profile of Anonymous Client Record

For example, a Client who is entered into ServicePoint as “anonymous” at the HIV Clinic, but is
entered as “Robert Johnson” at the Food Bank, will have two irreconcilable records in

ServicePoint. Each of his records is “filed” according to two distinct Unique IDs.

Unique IDs for Anonymous Clients are created slightly different from other Clients (Figure 17).
The first name of an “anonymous” Client is changed to ‘Anonymous’ and the last name is
changed to “ZZ0000000123” where “123” is a system-generated static ID number assigned to all

Client records.
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The example below shows how information would be converted to create an Anonymous record.

Table 4: Client Search Criteria

First Name Last Name Date of Birth Sex Static ID
Josh Jones 10/11/1960 Male 66
Jane Jones Blank Female 67

Joseph Jones Blank Blank 68

Table 5: Results When Client Added As Anonymous

First Name Last Name Unique ID

Anonymous 27000000066 727000000066
Anonymous 77000000067 77000000067
Anonymous 22000000068 727000000068

If an Anonymous Client record is created, the only way to access that record in the future is to
take note of the new “Last Name” and use it as the search criterion (unless the User has access to

SkanPoint — more on this later in the course).

If using the Anonymous Client feature, Users may want to create a custom assessment question
to capture the Client’s actual name. This can then be used to verify that the User has accessed
the correct record. (Please see the Assessment Admin section for details on how to do this, and

the Security section for details on how to secure this and all other custom fields.)

CLIENT PROFILE

The Client’s record is comprised of four “screens,” or “sub-modules”, of the ClientPoint module
(Figure 18). The first “sub-module” is the Client’s Profile @ screen. Some of the essential
aspects of the Client’s record found on this page include: the Client’s name and Static ID number
® & ©, the time remaining (if any) on the current Release of Information (see below for

further explanation of the ROI), and the date and time the record was created.

© Copyright 2004 Bowman Systems LLC Page 44



SERVICEPOINT SYSTEM ADMINISTRATOR

The Additional Profile Information @ Assessment is one of numerous Assessments that System

and Agency Administrators can choose to display on this page. Some Providers may choose to

create a “Basic Intake Form” Assessment to be displayed on the Profile screen.

. Always remember to save your work! You will find a Save Changes © button on most
Fd | pages. Movement within a Client’s record will activate an automatic Save Change
action.

Client - Davidson, Sherry (27) "_e
ek of Inle: Hone

F
Client Prafile &P
o 1 Added to System  Aug 26 2004 12:536M
fr Crr—
s5w -2 ]-
. Aan =
r additional Profile Information a
Aszessment Date [srzazn0a] o4 (¢ 52 e (S [DEScE Dt
Date of Bith | (mm/ddiny) H G
Garder | Female ~ T
Race l White (HUD 40118} LiHG
Ethucity B (other Ene
hos [ Iha
English Spaakong Skills = Select - K MG
Primany LAngusge Spoken I |nG
o { Secondary Language Spoken | |G
City of Barth | |na
Szabe of Barth - Galect - Ed H S
Couantry of Birth [ e
Maritsl S2atus -Select - CIHG
Emergency Contacts
Contact's Hanme Humber Phaone Mumber tionship to Client
Ho Record Sata
\ [Asditional Profile Information |

Househalds T Sherry David [ add this client to Household
Wousehold Type  fhonos 5 Relationship Date Entered Date d Wead of Howsehold
I 3 Se 05/03/ 2004 Yes
File Attachments | Add New File Afachment
Diate Added Mo Description Type Pravider
Hana.
Infracticns for Sharry Davideon
Banmed Start Banned End Infraction Banned Code Provider Siles Stall
Ko Infractions found for this dient.

Figure 18: Client Profile of Client Record
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VIEW AND EDIT ICONS

Throughout ServicePoint, you will encounter icons that indicate the ability to perform a specific

function for a Provider or Client record.

VIEW, EDIT, AND PRINT ICONS

. . Indicates the Client record was created by the User’s
* Provider Creating default Provider.
By View Detail Opens item for viewing.
e Print Converts the item to a print-friendly version of the
page currently displayed.
o Edit Qpens entry for editing or viewing of additional
i information.
Tm Delete Removes the information.
Table 6

The View Detail, Edit and Delete icons are security-sensitive and will only appear if the User has

permission to perform the function.

DATA FIELD TYPES

Using data field types helps to ensure reliable information retrieval and reporting by facilitating a
consistent method of data entry. There are a number of data fields used for storing Provider and

Client data.

The types of data fields encountered in ServicePoint are:

FIELD NAME = DESCRIPTION FORMAT/LIMITATIONS ‘
Maximum characters
Text Accepts any text characters vary from field to field
Accepts valid dates. The year must be
Date entered as four digits m/d/yyyy or mm/dd/yyyy
Checkboxes | Allows user to select more than one option None
Radio Button | Allows user to select one option None
Dropdown | Ajlows the user to select from a list of options None
Table 7
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SECURING CLIENT DATA

ServicePoint offers several options for sharing or hiding information collected by a Provider.
Administrators can share or hide Client information using default Provider security settings, and
End Users can establish Client-specific security on specific data elements they enter into the

system, if he/she is given permission to do so. (see the chapter on Administration)

STATUS ICONS

As you move through security sensitive areas of your system, Users will encounter icons that

inform them of the security status of specific data elements.

Open Viewable by all Users
ﬂ Open Record or data area is E wpith except those attached to
viewable by all users. Exception the Providers listed as
“exceptions”.
. Viewable only by Users
Recorglor dalttabare[:} s ¢ Closed | of the Provider that
n Closed V}:e\ga e?(;)n yh Y LSCrs dO E with created the record and
the rovi q cr that create Exception | Users of the Providers
the record. listed as “exceptions”.
Table 8
RELEASE OF INFORMATION ICON RE.E

A Release of Information (ROI) is required in order to share Client information with other
Providers in your community. This is a failsafe feature against the inadvertent sharing of Client
information. The ROI within ServicePoint is Client-specific, Provider-specific, and duration-
specific, and serves as an integral part of the ServicePoint security model. In order to trigger a
Provider’s default security settings for Client information, a ROI must be entered into the
system. (Please see the Admin Providers section of this course for a complete discussion of
establishing a Provider’s “Default Restrictions and Exceptions”, sometimes called the “default

security settings” or the “default sharing agreements.”) (Figure 19 below)
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The ROI “trigger-functionality” is an optional function which is set at the system level by
Bowman Systems. If deactivated, Client information will be viewed or not viewed based on the
Provider’s default security settings and does not require the User to enter an ROIL. 1t is highly
recommended that this functionality remain activated to ensure that unauthorized sharing of

Client information does occur.

% If you wish to turn the ROI functionality off, please contact your Bowman Systems
representative to request this change prior to installation, update, or upgrade.

Release of Information (Sherry Davidson) l Add Release I Close l
Provider Permission Start Date End Date

No Release of Information found for this client.

Release of Information - (Davidson, Sherry ) [ save Release Info || Cancel |

Household members
To include houseshold members in this release of info, click on the box beside each name.

Note: Only members from the same household may be selected.
MNo Household members were found for this client.
Release of Info Data
Provider AHC - Domestic Violence Center (£52) |
Release granted? Yes kal
Start Date 09,/15/2004
End Date 12/31/2004
Documentation -Select- ka
Witness e
Cther

Signed Statement from Client
Verbal Consent l
Verification from Other Institiution

Release of Information - Save Release Info || Cancel |

Release of Information (Sherry Davidson) | Add Release Close
Provider Permission Start Date End Date

& T AHC - Domestic Viclence Center Yes 09/15/2004 12/31/2004

Figure 19: ROI Popup Windows
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Once a ROI is recorded, the Release of Info under the Client name will change to green for an
active ROI or red for an expired ROI. In addition, the time remaining for the ROI is also

indicated as shown in Figure 20 and 21 below.

Client - Davidson, Sherry (#£7)
Release of Info: 3 months 9 days left

Figure 20: Active ROI

Client - Test, ROI (#1342}
Release of Info: Expired

Figure 21: Expired ROI

HISTORICAL AND GOAL INFORMATION

ServicePoint tracks not only current Client information, but also all historical answers entered

into Assessment questions. When the user clicks on the H (View History) symbol located to the

right-hand side of the desired field, a popup will appear which displays all previous answers
given to the chosen question. This popup displays the date the answer was entered into
ServicePoint, the User who entered or created the answer, the Provider for which that User was

entering data when the answer was entered, and the answer itself.

The ability to view Client historical information is dependent on the security
1%, settings of the Provider that entered the information and the access level of the
User trying to access the historical information.

If the

H

(No ROI) appears next to a historical answer, then none of the Provider's default

security settings have been applied to that answer.
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The G (View Goal) symbol within a Client record allows Users to quickly create a Goal that is

identified during the assessment process. Goals are covered in detail in the Case Plan section of

this chapter.

INFORMATION AGING

The Answer Age Bar, located on the left-hand side of a field that contains User-entered data, is a
visual clue of the age of the answer. Coloring ranges from solid green to a combination of green
and orange to solid orange as time elapses. Green represents the most current answer and orange

represents data that is close to a year old.

90 Days or Less  §()L|[) GREEN
I i H ﬂ D 91-360 Days  GREENTO ORANGE
Over 360 Days - $0LID ORANGE

This visual clue allows Users to quickly identify questions that may need to be updated, e.g.

residential, employment, and/or emergency contact information.

ENTER CLIENT INTO “PROGRAM” ICON T L

ENTRYXEIT

ServicePoint has the ability to indicate a Client’s participation in various “programs” by using
the Entry/Exit functionality. This feature of ServicePoint simply creates “bookends” for the
duration of a Client’s “enrollment” in a “program” — where a “program” is defined by each
Provider. There are five “types” of Entry/Exit: Basic Entry, Standard Entry, Quick Call, HUD-
40118, and PATH (new with version 3.06).

e Basic and Standard types of Entry are not tied to any of ServicePoint’s “canned” reports, so

their meaning must be defined by policy at the Provider level.

® A Quick Call Entry is automatically created when the Quick Call feature is used. (Please

see the section on Quick Calls.)
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e The HUD-40118 and the PATH Entry types are tied directly to ServicePoint’s “canned”
HUD APR and PATH Report, respectively. In order for Clients to be included in either of
these reports, they must be given either a HUD-40118 Entry or a PATH Entry.

The function of an Entry/Exit, particularly a HUD-40118 Entry/Exit, is to take a “snapshot” of a
Client’s status the day he/she entered a program and then again when he/she exits a program.
ServicePoint’s “canned” HUD APR will compare the Entry data with the Exit data according to

HUD’s requirements.

P Accurate reporting is dependent on the Case Manager’s accuracy in maintaining
AN Entry and Exit program information for each entered Client.

For Clients to be counted as Family Members in the HUD APR, a Household
; !'*: should be created before creating a HUD-40118 Entry. Creating a Household is
covered in the Linking Household Members section in this chapter.

@% For more details on the data entry requirements for accurate HUD APRs, please
see the HUD APR Tech Note.
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In the example below, the HUD 40118 Assessment has been chosen to show on both the Entry
and Exit screens. (Figure 22)

Entry/Exit (Davidson, Sherry ) | Add Entry/Exit || Close |
Program Type Entry Date Exit Date
No Entry/Exits found for this client.

Note: Household members must be established on Profile before creating Entry/Exits.

Entry/ Exit - (Davidson, Sherry ) [CEsveandCinse |[Save]
[Fousehoid mombers
To include househoid membars in Ehis entry e, Chck on the box beaide pach name. Aote: Oniy
members from [he same household may e saiecred.
o Wousahald membars were found for this e,

Eniry Datm

Bravider slanee Carter (#52 &
Type

Brdry Cats [ EIETY - [~

Typm of Living Situstion | Domestic viclence Sauation (HUD 0118) LMG
15 Clant Homelass? 0 e Ewna

15 Cliant Cheanically Homalada? I » Ene

Eatant of Homeinsnas I Forst Time Homeiess ine

Explain Homaless situation

HaG
Dste of Pressnt Homelessness: i fmmydedinnr) H &
Homebess Verification on File I rormal mvicticn documantation LiHE
Homeletarass Primary Reascn 1 victien i
Homabssanass Secondary Reason [ comesic vistence e =T
Actasl or Panding Eviction? [ ves - HE
I Yes, Cute of Eviction | EaaEmes | immiddtri WG
Shelter Narne If In & Shelter I e Imc
Irstautional Living Praar o 18 Yeara? I % i
Montal Healih Infermation
Comastic Viclence Witim? i ves S
Overview of Damastic Vickncs
MG
Disability Informatian
Dimabilitios
T

Typa
No Recdrd Bets

Show Fistirs List Tn Window

Emplayment Information

Work History Add

Eim » Hame [Emplayer's Phane Number ¢ Status Il Ended, Reason

o Record Sets

Show Cntirs List Tn Window

Means of Transparnaticon 0 ramevirnanss Me
Have Visliel Exvivars Licanse? I ives Sne

Honthly Income Aad

Last 30 Day Income [Fource of Incoms [Last 90 Day incoms

Wo Record Sets

Show Entire List Tn Window

Military Informaticn

U5, Military Veteran? I e Sne

Honorable Discharge? i no NG

Mistary Service Aelsted Disablity? I » Lina

Hedecnng Velerars Servtes? | IET & Ha

1 s, List Vetarans Sarvicas
HG

Entry/Exit - (Davidson, Shorry § [ =sveand Cices | [Fave] [Cancel]

Entry/Exit (Davidson, Sherry ) | Add Entry/Exit || Close |
Program Type Entry Date Exit Date

fii AHC - Domestic Viclence Center HUD-40118 & 09/23/2004 &

Note: Household members must be established on Frofile before creating Entry/Exits.

Figure 22: Entry / Exit Popup Windows
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(i
CASE WORKER ICON

The Case Workers feature allows Users to attach Case Worker contact information to the Client’s

record. This feature can facilitate better coordination among the various individuals performing

a Client’s case management. The Case Workers icon opens a popup in which contact information

can be stored. (Figure 23)

Caseworkers (Sherry Davidson) |  Add Caseworker | | Close |

Name Provider Phone # Start Date End Date
No Caseworkers found for this client.

Caseworker Data (Sherry Davidson)
Provider AHC - Domestic Violence Center (#52)

Name [Barbie Sharpen |

Title [caseworker |

Phone Number l(318) 593-2111 |

Email Address [bsharpen@emaildomain.com |
Date Started 09/23/2004
Date Ended |:|

| Add Caseworker | [ Cancel |

Caseworkers (Sherry Davidson) [ Add caseworker || Close |
Name Provider Phone # Start Date End Date

# 1 Barbie Sharpen AHC - Domestic Violence Center  (318) 593-2111 09/23/2004 8

Figure 23: Case Worker Popup Windows

To change the default security setting for the caseworker contact information, click the 8 to

display the security setting for the Caseworker area and select the ‘To OPEN this record click

here.’ Hyperlink (Figure 24 below). The lock changes to 2. If this information was open, the
hyperlink would read ‘To CLOSE this record click here.’
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‘Casewarker’ Security For (Sherry Davidsan) a e For (Sherry =
This Caseworkaer is currently CLOSED, This Casewarker is currently OPEN.
Tg OPEN this racerd click hare, To CLOSE this record click hare.

To make exceptions for this item, cick on the boxes beside the desired providers and then T make axcaptions for this #am, click on the boxes becide the desired providers and then

click the SAVE buttan below, Node: A CLOSED exception means the provider will see this item click the SAVE button below, Note: An OFEN exception means the provider will not see bhis

in the system, even though it's CLOSED. itern in the system, even though It’s OPEN.

No providers listed as exceptions. Mo providers listed as exceptions.
(ConeT] Cancel |

Figure 24: Security Open and Close Screen

This Client-specific data element can have its own set of default security settings
rd | applied to it. Please see the Admin Providers section of this course for further
clarification.

SECURITY ICON E

There may be an occasion when it is necessary to change the security of a Client’s entire record
from the Provider’s default setting. The Security Icon gives the User the ability to override the
default setting to either close an open Client record or open a closed Client record. To change

the default security setting for the Client record, click the orange security icon. E

‘Client’ Security For (Sherry Davidson) =)

This Client is currently OPEN.
To CLOSE this record click here.

To make exceptions for this item, click on the boxes beside the desired providers and then
click the SAVE button below. Note: An OPEN exception means the provider will not see this
item in the system, even though it's OPEN.

No providers listed as exceptions.

[ Save | [ Cancel |

‘Client’ Security For (Sherry Davidson) 2

This Client is currently CLOSED.
To OPEN this record click here.

To make exceptions for this item, click on the boxes beside the desired providers and then
click the SAVE button below. Note: A CLOSED exception means the provider will see this item
in the system, even though it's CLOSED.

No providers listed as exceptions.

| save | | Cancel |

Figure 25: Security Assignment Popup Windows
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In Figure 25 above, the initial status of this Client’s record is Open. By selecting the hyperlink

“To Close this record click here.”, the record will be Closed to all Providers unless there are other

Providers designated as exceptions by the Administrator. Providers that are exceptions to the
security “rule” are listed with a checkbox on the left-hand side. Applying these “exceptions” is

simply a matter of putting a checkmark next to the desired Providers.

When a Client record is shared by two or more Providers, only the System Administrator will be

able to close the entire file. In such cases, the following note is displayed:

Note: This Client is shared by other Providers and cannot be restricted by your
agency. You may, however, restrict other pieces of data you add for this Client
individually such as assessment data and Services. In extreme
circumstances, your System Administrator may restrict this Client for you.

LINKING HOUSEHOLD MEMBERS

ServicePoint uses the “Household” feature to associate individuals. Generally, this feature is
reserved for grouping family members, however, non-family members can be tied together using
this feature as well. A good rule of thumb is to group individuals into a Household who receive
Services together on a regular basis in order to facilitate more efficient data entry. To associate
Clients using the Household feature, the User only has to perform one action to enter a ROI,
create an Entry, create Goals, and/or record Services provided to all Household Members.
Without this added functionality of the Households feature, Users would have to perform each of
the above functions for each Client individually, which could result in incomplete data entry if

the User forgets to enter the information for each Household member separately.

Starting a New Household

Households Containing Sherry Davidson [ Add this client to Household |

Household Type Clients in Household Relationship Date Entered Date Remowved Head of Household
No Households found for this client.

Figure 26: Household Section of Client Profile
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The first step in setting up a new Household is to click on the Add this Client to Household button
(Figure 26). This opens the Add Client to Household popup window (Figure 27). This popup
prompts the User to determine the Household Type, whether the Client is the Head of
Household, and the Client’s relationship to the Head of Household.

The Head of Household designation merely serves as the “center spoke” in the “family wheel.”
All Household Members will be “defined” in relation to the Head of Household to facilitate a
quick understanding of the family relationships (Figure 27). The “Date Entered” is automatically
populated with the current date and refers to the day the Household was created in ServicePoint
(not, for example, the day a child was born or the day two individuals were married, etc). The
“Date Removed” is typically left blank unless the Member no longer receives Services as part of

this Household.

Add Client to Household - (Sherry Davidson)

Household Type (if starting new househoid) -Select- had

el

Head of Household Couple With No Children
Two Parent Family

Female Single Parent

Male Single Parent

Foster Parent(s)

Date Removed Mon-custodial Caregiver(s)
Grandparent(s) and Child

| Start NEW Household I Add to EXIS|Other - ]

Relationship to Head of Household:

Date Entered

Figure 27 Options for Household Type

Options displayed in [Add Client to Household - (Sherry Davidson)
Household Type (if starting new household) Fernale Single Parent
many of the dropdown
Head of Household Yes v
liStS can be Customized Relationship to Head of Household: -Select-
o ' Date Entered :Efauuﬁr::er )
Fath
ThlS 1S COVCred m the Date Removed Giaﬁg?ar‘ghtef vy)
. .. Start NEW Household Add to Ex15] orandfather Cancel
Refining Your Picklist l | Srandmother
m randson -
Husband
section of this course. ey

Other non-relative
Other relative
Self

Significant other
Son
Step-daughter
Step-son
Unknown

Wife

Wife and Mother

Figure 28: Dropdown List for Head of Household Type
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ADDING TO AN EXISTING HOUSEHOLD

Once the Household has been created, it is an easy process to add other Members. The User can
either add a Client who already has a ServicePoint record or can create a new Client record from
the following screen (Figure 29). Notice that the bottom section of this popup is the same as the

ClientPoint search screen.

Add Clients To Household - (Sherry Davidson)

Overview - Type: Female Single Parent, # Clients: 1 | Edit Household Type |
Name Relationship Date Entered Date d Head of b hold
& » Davidson, Sherry  Self 09/03/2004 Yes

Add Additienal Clients to Household

- r—
Date of Birth (mm/dd/yyyy)

Gender Female (V]

Race White (HUD 40118) b
Ethnicity &

Search Filter [ gxact Match?

| Add/Find Client | | Add As Anonymous Client | [Exit]

Note: Only First, Last, and 55# are used for search.

Figure 29: Search for Adding Client to Household

If ServicePoint does not find a “Possible Match” to the User’s search, the User will be prompted

to create a new record. (Figure 30)

Add Clients To Household - (Sherry Davidson)

Overview - Type: Female Single Parent, # Clients; 1 [ Edit Household Type
Name Relationship Date Entered Date Removed Head of Household
& ¥ Davidson, Sherry  Self 09/03/2004 Yes

ible Matches (refine your results or add as new below)
Name Gender Race 55# DoB
No matching Clients found.

showing 0-0 of 0

Add as New or Refine Search

First IDarIa JMIE Last ‘Da\.‘ldsnn

Date of Birth (mm/dd/yyyy)

SS¢ ~[ea ]-

Gender Female ad

Race White (HUD 40118) &4
Ethnicity Other

Search Filter [ exact Match?

[ Refine Search Critaria | | Add Client With This Information ]

Note: Only First, Last, and 55# are used for search.

Figure 30: Search Result for Household Member (No Match)
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Once a new Client record has been completed, or an existing Client’s record has been selected,
the User must “Continue Adding Household Member” by defining this Client’s relationship in the
Household. (Figure 31)

Add Clients To Household - (Sherry Davidson)

Overview - Type: Female Single Parent, # Clients: 1 | Edit Household Type |
Relationship Date Entered Date Removed Head of Household

Self 09/03/2004 Yes

Name
& ¥ Davidson, Sherry

Continue Adding Household Member

Client

Davidson, Darla A.

Head of Household No

Relationship to Head of Household:

Date Entered (mm/dd/yyyy)
Date Removed l:] (mm/dd/yyyy)

| Add Household Member | | cancel |

Figure 31: Screen to Define Household Member’s Relationship to the Household

Clicking on the Edit Icon (the “pencil”) next to the Client’s name will allow the User to edit the
Client’s relationship in the Household (Figure 32). This will also allow the User to “toggle”
back and forth between the Household Members. When a User clicks on the Edit Icon, the main
screen will refresh in the “background” and will now display the selected Client’s record. This
feature helps speed up data entry since it bypasses the need to return to the ClientPoint screen to

search for a Household Member.

Add Clients To hold - (Sherry Davidson)
Cu rre nt Overview - Type: Female Single Parent, # Clients: 2 | Edit Household Type |
Name Relationship Date Entered Date Removed Head of Household
Household # T Davidson, Darla &4 Daughter 09/03/2004 No
Members # i) Davidson, Sherry  Self 09/03/2004 Yes
" | [add Additional Clients to 1 hold
— T —
Ready To Date of Birth :l (mm/dd/yyyy)
Add More R T = e
< Gender -Select- [V
Household Race Select- [+
Members Ethnicity -Select- =
Search Filter [ Exact Match?
\ [__Add/Find Client | | Add As Ananymous Client ]
Note: Only First, Last, and 55% are used for search.

Figure 32: Completion of Add Household Task
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ATTACHING FILES

ServicePoint provides the ability to attach electronic files to a Client record. Most of the
common file formats are compatible, including those from scanned documents or pictures. This
feature works exactly like attaching a file to an e-mail (Figure 33). Simply point to the file using
the Browse button and add a description to identify the file. By using the Save button, several
files can be added while in this screen. Once you have attached all the files desired, use the Save
& Exist button to save the file shown and then return to the Client Profile screen. You can return

to the Client Profile without saving a chosen file by clicking the Cancel button.

File Attachment

Browse your hard dnve to find the file you would like to upload.

File Name | || Browse... |

Description i |

[save| | save&aExit | [ cancel |

Figure 33: File Attachment Popup Window

Attaching a “jpeg” or “jpg” file to a Client’s record with the words “client” and “photo”
anywhere within the file Description will prompt ServicePoint to place the picture on a Client’s

ID card.

The User must have permission to use the SkanPoint module to generate a Client
\ ID card. However, access to SkanPoint is not required to attach a photo to the
.&z Client’s record. See the Creating Client ID Cards section of this course for more
detailed information.

CLIENT INFRACTIONS

Only System and Agency Administrators can enter client Infractions. Infractions serve as a point

of information concerning a violation of a rule associated with a particular Provider. It does not
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activate or deactivate anything within the system. It simply allows communication about past

Client behavior for consideration when providing Services.

Add A New INFRACTION - (Antonelli, Roberto A.)

Banned Start Date 9/21/2004

Banned End Date

Infraction Disagreement with rules/persons L4
Bar Code 003 v

Staff Person |Carl Francis |

Sites Barred From AHC Soup Ki:ci‘.er.l

Notes

[Save][exit]

Figure 34: Add New Client Infraction Screen

An infraction indicates the duration of the “ban”, the type of infraction, the bar code (defined by

each Provider), and provides a space for notes to be recorded. (Figure 34)

PClientPaint

Possible Matches (refine vour results or add as new below)
Name 55# Date of Birth Gender Race Banned
i Antonelli. Roberto A 067-25-7148 06/24/1982 Male White (HUD 40118) 09/30/2004
showing 1-1 of 1

Figure 35: Possible Matches Screen of Client Record with Banned Date

When pulling up a Client’s record, the “ban” is noted, although the reason for the ban is not

shown.

Please note that even though Infractions are listed in the “Banned” column,
4 | '} ServicePoint does not in any way prevent a Client from being served simply by the
presence of an Infraction. This is nothing more than a point of information.
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THE CLIENT ASSESSMENT PAGE

Assessments are “questionnaires” that collect topic-specific data about a Client. ServicePoint
provides Users with several “canned” Assessments that may be used as is or modified according
to the needs of the ServicePoint community. ServicePoint also provides System Administrators

the ability to create their own “custom” Assessments.

The Assessment screen is a “sub-module” of ClientPoint. It is accessed by selecting the

“Assessment” hyperlink tab located under the Navigation Bar at the top of the screen. A default

T 2

Assessment List \
Emplayment Assessment & B
Sawe Changes

FEmiployment

Assessment Date 05/2652004 | 04 £ ¢ 04 PM
Unemiployed? -Select - G HG

If Unemployed, Explain

H
G
Means of Transportation l Eamily/Eriends b H &
Have Vahd Drivers Licensa? l Yag Ll HG
Work History
Employer’s Employer's Phone Employmeant If Endad,
Hame HNumber Status L

Mo Record Sets

Monthly Income o
Last 30 Day Income wrce of Incomse Laxt 90 Day Income

| ¥ [Sa I ¥

Mo Record Sets

Q9

Public Assistance/Main Stream Resources

Main Stream Resources Received

[Hain Stream Rescurces Type

MNa Record Sets

Faderal’State Employrmant = Sabact - HG
Assistance Eligibility?

Q

Recent Application for Public - Salect = HG
Assistance? —
Type of Assistance Applied for? - Selact - HG
Status of Public Assistance - Select « HG
Apphcation -

Employment Assessment &

e —,

Figure 36: Employment Assessment Page

© Copyright 2004 Bowman Systems LLC Page 61



SERVICEPOINT SYSTEM ADMINISTRATOR

Assessment @, determined by the Agency Administrator, is automatically displayed when the
Assessments tab is selected (Figure 36 above). The left-hand side of the page displays the
Assessment List @, which contains hyperlinks to all other Assessments to which the Provider

has access.

Users who have the ability to enter data for more than one Provider may see different

assessments, or depending on the configuration of the Provider for which he/she is entering data,

they may see assessments listed in a different order ©.

Assessments are subject to each Provider’s default security settings, however, Users can be given
special permission to change the Assessment’s security settings for their particular Clients@.
Such changes are not retroactive. The new security setting will apply only to new information
entered in that Client's record. For more information on how to give Users this permission,

please see the User Account Configuration section of this course.

ServicePoint will also print a page in printer-friendly format when the print icon @ is selected.

It is the User’s responsibility to protect Client information that is printed and to
s dispose of it properly in accordance with approved policy and procedure.

Many of the Assessment topics have sub-assessments that allow the User to enter multiple items
of related information. In Figure 36 above, there are three “sub-assessments”®@a-c. Each sub-

assessment permits multiple entries related to Work History, Monthly Income and Public

Assistance.

BACKDATING

Since many Users are not able to enter data into ServicePoint at the time the data is collected,
ServicePoint has a feature that allows Users to enter the Client information “after the fact”. This

feature is called the “Backdate Mode.”
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To use the “Backdate Mode”, the User enters the actual date on which the Assessment
information was collected and then clicks on the Back Date button @ (Figure 36 above). The
screen will refresh and to indicate that the User is entering data for a day in the past, there will be
a bright yellow header and footer surrounding the Assessment. The “Backdate Mode” applies to
Assessment information only. All other Client-specific data elements (i.e. Needs, Services,

Goals, etc) can be “backdated” by simply changing the date when entering the information into

ServicePoint.
Backdate { ‘ Employment Assessment & B Retrn o tie tioae | ====pp Link to Return
Yellow Ban To Live Mode

Assessment Date

i 00 PM Back Date

Unemployed?

If Unemployed, Explain

Means of Transportation l Family/Friends HG

Have Valid Drivers License? l Yes HG

Figure 37: Assessment in Back Date Mode

To return to the current system date and time, the User must click on the Return to Live Mode

link located at the right-hand side of the yellow header. Until this is done, the User will remain
in “Backdate Mode”.

PROVIDING SERVICES OR REFERRALS USING SERVICE
TRANSACTIONS

SERVICES VERSUS REFERRALS

NEEDS, SERVICES, and REFERRALS are classified in ServicePoint using one of the four available
Code Sets. A NEED can be identified by the Client, a Case Worker, or both, as something that
the Client requires.  Assistance that is provided directly to a Client to meet a NEED is a
SERVICE. If a Provider cannot meet the Client’s NEED, either because the Provider does not

offer the appropriate SERVICE, the Client is not eligible to receive SERVICES from the Provider,
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or for any other reason, a REFERRAL can be made to another Provider that can furnish the

appropriate SERVICE.

This type of data recording is accomplished in the Service Transactions “sub-module” of
ClientPoint. A complete Service Transactions record can provide an accurate picture of the
Client’s status over time. It can also provide the identification of trends through aggregate

counts of identified Needs and documenting gaps in services within the community.

ADDING A NEED

Before a User can record that a SERVICE has been provided, he/she must tell ServicePoint that
the Client has a NEED. Upon entering the Service Transactions page, ServicePoint automatically
displays the Add A Need/Service Screen (Figure 38). To view the past NEEDS AND SERVICES
provided, Users click the View Past Needs/Services button @. If the Client has been associated
with other Household Members, those Members will appear in the Household Members section
@®. Users can check the Household Members that will be included with this NEED. This

minimizes data entry involved in recording the NEED for each Household Member individually.

ClientPoint
Profile Assessments Case Plans PService Transactions

Client - Most, Johann (#65)
of Info: = & days left

; T -
[service Transaction - Add A New Need)/Service ‘
I View Past Needs/Services | [ Seve Changes |

Household members
To include household mambers in this need/service, click on the box baside sach name. Note: Only members

from the same household may be selected.
% Household =1 Members:

[¥] *mMoneta, Ernesto F.

r Need / Diagnosis

Provider West Shreveport Branch (=55) 3

Date of Need / Diagnosis

Need /[ Diagnosis -Select Need from Quicklist- B -ar- lookup
Congregace Meals
BD-500.150

e { 1f Need is Financial, Amount :l
Owerall Need Status Closad v
Owerall Cutcome

If Not Met, Reason -Select-

Notes about Need

‘ Service Transaction - Add A New Need/Service

Figure 38: Service Transactions Screen
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The Need/Diagnosis section © records detailed information related to the identified NEED.

Provider:

Date of Need/Diagnosis:

Need/Diagnosis:

If Need is financial, Amount:

Overall Need Status:

Overall Outcome:

Notes about Need:

ENTERING SERVICES PROVIDED

Automatically displays the User's default Provider. This
represents the Provider for which the NEED is being entered.

Date the NEED was identified. If not the current date, be sure
to sure to change the date to the date the information was
collected from the Client.

Code Set term for the Need. Administrators can create a
"Quicklist" of codes used on a regular basis. This allows
Users to bypass the Code Set search engine.

Dollar amount of a financial NEED, e.g. rent assistance.

Picklist used to indicate current NEED status. (Required)

Picklist used to indicate if the NEED has been met.

Area for comments related to the identified NEED.

Once a NEED has been identified and the View Past Needs/Services button is clicked, the screen

expands to allow Users to record the SERVICE or make a REFERRAL to another Provider.

(Figure 39)

The User can record the SERVICE that was provided by clicking on the Add Service button of the

Services Provided for Need Identified section of the screen. A popup window (illustrated in

Figure 40 below) allows the User to record the details of the SERVICE that was provided. These

include the following: the Provider that is providing the SERVICE, the code set term identifying

the SERVICE, and the Start and End date of SERVICE.
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CharaPosnt
Profila Azzazsmants Caza Plars

| Client - Most, Johann {865
Releass of Info; 3 'Nr"'ﬂllﬁ}dl'i‘l lafy

Service Tranzaction - Udit Meed / Service &
| t-ﬂ!lnld_d || Save

[Owerview - # Clients: 2
Mame Date Sei Created By Meed Type Status Guicome
Mpnsts, Ernegty F R T6S 200 ‘West Shravepon Branch Congrepate Heals Cloged Fuilly Mt
[+ _Most, Johamn Ol 62004 ‘West Shreveport Branch Congregate Heals Closed _ Fully Het
Meed § Dlagnosis B
Proweder

West Shrevepon Branch (=55) J
Data af Nesd [/ Dusgrads

Heed / Ciagnosis “Salact Need Ffrom Quecklint- B -ar- ook

Congregate Meals

BO-500.150
I Heed s Fehvarial, Amsunt :

Owerall Need Status

Closed el
Sharall Gutesma Fully Met [
IF Mot Mat, Resson “Salests ]
Motes about Naed
To update b hoid s m

g, click on the bow beside sech nama,
Moneta, Ernesta .

Sorvices Pravided for Heed Identified

Prowvider Start Bate Enedl Drate Provider- specilic Service Referred by
No Servioes found for this need,

|lhlIllrﬂIv Information

Prowvider Drate I Drate Chut
Mo Shaltar sfave found for this naed.
Dutstanding Raforrals Add Rafarral
Relerral Dale Belerred By Relerred To

ho Oustanding referrals found for thes n-:t._d.

Canceled Relerrals
Referral Dake Relarred By Relerred To
Mo Canceled referrals found for this nesd.

LWEIJ

Reascen Canceled

Service Transaction - Edit Meed | Service 98

Figure 39: Service Transaction Page after Defining Need/Diagnosis

into up to two funding source.

If the Client belongs to a Household, the User can record this SERVICE for any or all of the other
Household Members by putting a check mark next to each Client's name. If the Provider has
been configured with a Service Quicklist, the User can bypass the Code Set search engine. If

there is a cost associated with the SERVICE, users can specify the dollar amount broken down
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Household members

[¥] Moneta, Ernesto F.

To include household members in this service, click en the box beside each name.

Provider

Service

Service Start Date
Service End Date
Provider-specific Service
Cost Of Service 1
Seuree 1

Caost Of Service 2

Source 2

Service Notes

Followup

Date
Actual Followup Date

Followup Made?

Service Provided Data (Johann Most) &

If Followup Needed, Projected Followup

West Shreveport Branch (255) [

-Select Need from Quicklist-
Congregate Meals

-or- lockup

|BD-500.150 |

zerz00s][07 & [03 G 74
Erzerz004 (02 6 00 9 1

Hunger Relief 5

-Select-
Title III
CAP

FEMA

HUD Shelter+Care

HUD Supportive Housing Program
Internal Budget

I
[

-Select- ]

| Save & Add Ancther

Save & Exit | | Cancel |

Figure 40: Service Provided Screen

Users have the ability to Save and Add Another Service, Save and Exit or to Cancel the SERVICE.

Once the SERVICE has been saved, the popup will close and the main screen refreshes displaying

the SERVICE recorded in the Services Provided for Need Identified section of the page (Figure

41).
Services Provided for Need Identified
Provider Start Date
# T West Shreveport Branch 09/26/2004

Add Service
End Date Provider-specific Service Referred By
05/26/2004  Hunger Relief

Figure 41: Services Provided for Need Identified Section of the Service Transactions Page

The Shelter Stay Information section displays ServiceTransactions that are captured when a
Client checks into a Shelter. For more information, see Chapter 5: ShelterPoint.

Shelter Stay Information

Provider Date In

No Shelter stays found for this need.

Date Out

Figure 42: Shelter Stay Information Section of the Service Transactions Page
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ADDING A REFERRAL

If a Clients’ Need requires Services that cannot be provided by the User’s Provider, REFERRALS
can be made to another Provider (Figure 43). Again, if the Client belongs to a Household, the
User can record this REFERRAL for any or all of the other Household Members @. Once saved,
the REFERRAL is recorded in the Outstanding Referrals Section of the Service Transactions

screen.

ServicePoint allows Users to make up to five REFERRALS at once. Administrators can create a
Provider-specific REFERRAL QUICKLIST that allows Users to bypass the ResourcePoint search

engine that is embedded in the Referral popup. If there is not a Referral Quicklist, click on the

“lookup” hyperlink to access the ResourcePoint search engine @. Putting a checkmark next to

the Envelope © will generate an e-mail notification to the Providers listed letting them know
that a REFERRAL has been sent. Please see the Admin Providers section of this course for details

on where to enter the e-mail address for this functionality.

Outstanding Referrals I Add Referral |
Referral Date Referred By Referred To
¢ T cancel referral 09/27/2004 West Shreveport Branch Men's Shelter and Services

Household members

To include household members in this referral, click on the box beside each name.
Moneta, Ernesto F.

Referral Data (Johann Most)
Referral Need Congregate Meals

Referral Date 09/27/2004 || 07 & :| 06 Bdl| PM
M E [ check this box to notify Se: nt Providers by Email.
Refer To
-Select- {4 -or- |ookup , bed avail

Provider #1

[Men's Shelter and Services (£42][42 |

ool a0 -Select- g -or- lookup , bed avail
\ | |

e e -Select- [0 -or- |ookup , bed avail
) \ | |

Prenider ¥4 -Select- -or- lookup , bed avail
[ | |

e ot -Select- -or- Jookup , bed avail
\ | |

[ Savereferrals | [cancel |

Figure 43: Outstanding Referrals Section of Service
Transactions Page and Popup Screen
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CANCELING A REFERRAL

There is a distinct difference between the cancellation of a REFERRAL and the deletion of a
REFERRAL. Cancellation allows the withdrawal of the REFERRAL while recording a reason for
the withdrawal. Deletions are performed when an error has been made by the User when
entering the REFERRAL. A deletion completely removes the REFERRAL from the Client’s record

and no reason for the deletion is recorded. (Figure 44)

Outstanding Referrals | Add Referral |

Referral Date Referred By Referred To
No Outstanding referrals found for this need.

Canceled Referrals
Referral Date Referred By Referred To Reason Canceled
& T 09/27/2004 West Shreveport Branch Men's Shelter and Services Client Refused Service

Figure 44: Referral Cancellation Section of Service Transactions Page

CONVERTING A REFERRAL TO A SERVICE

If a User needs to record the fact that he/she has provided a Service to a Client who had been
referred by another ServicePoint Provider, he/she must convert the Outstanding Referral into a
Service Provided. To do this, click on the Edit ci:? icon next to the Outstanding Referral into.
This opens the Services Provided popup window in which the User can enter all information
pertaining to the SERVICE that he/she would enter if the SERVICE were not being recorded as a

"converted referral" (see the Entering Services Provided section of this chapter above).

OPERATING WITHIN THE CASE PLAN SCREEN

The Case Plans “sub-module” of ClientPoint is a “case management” feature that gives the User
the ability to set measurable Client goals and objectives, as well as to capture the results of those
goals and objectives. With this valuable case management tool, Users can document the strategy
designed to help the Client achieve the program or project Goals. In addition, User-specific

“followups” can be created to help track a Client's progress toward achieving Goals. (Figure 45)
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Case Plans can be created for one Client or the Client and his/her selected Household Members.
When a Household Member is included in the Case Plan, ServicePoint will also create and

record Goals for that Household Member.

ClientPoint
Profile Assessments »Case Plans Service Transactions
Client - Davidson, Sherry (#7) = N s | ;‘:;';,I )
Release of Info: None erireat] Bt |CrSE BhmERs | SECTRT

Case Plan a |

Goals Add Goal
No Goals found for this client.

Figure 45: Empty Case Plan Screen

The Case Plans screen lists all Goals entered for the Client (Figure 46). To edit or view

additional information on a Goal, click on the Edit & icon located next to the desired Goal. To

delete a Goal, click on the Delete T icon.

ISR cienceoine
Profile Assessments rCase Flans Service Transactions

Client - Davidson, Sherry (27)
Release of Info: 3 months 4 days left (denied)

| Case Plan & |

Goals I Add Goal

Goal: ¢ T Learn Housekeeping Skills

Classification: Self Sufficiency Case No = I = e |
Type: Learn e, -
e Housekeeping &+ T ® 09/15/2004 04:21PM This is a sample Case Note for Sherry Davidsen
Skills Barbie Sharpen

Date Added: 08/15/2004
Target Date: 10/30/2002

Status: In Progress
Cutcome:
User: Barbie Sharpen

Figure 46: Completed Case Plan Page

Do not delete Goals unless entered by mistake. Deletion of Goals also removes

r!} affiliated information related to the Goal, i.e. followups, action steps, case
notes, etc.
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GoAL DATA

The Goal Data area @ identifies the Provider that created the Goal, date the Goal was created,
the Goal Classification and Type, a Target Date for Goal completion, the Overall Status of the
Goal, and finally, the User-specific follow-up associated with the Goal. (Figure 47)

[ .
Praofile Assessments MCase Flans Service Transactions

‘ Client - Davidson, Sherry (£7)

Release of Info:

Case Plan - Add A New Goal

Household members

To include housahold members in this goal, click on the box beside each name. Note: Only members from
the same household may be selected.

Household 21 Members:
[[] pavidson, Darla A.

( | |Goal Data
Provider AHC - Domestic Vialence Centar (232) &
Date Goal was Set
0 < Goal Classification/Type Self Sufficiency &d J | Learn Housekeeping Skills [0
Target Date
\ Overall Status In Progress [
If "Closed”, Outcome -Select- B pate[ ]
-
Followup
Frojected Followup Date
9 9 Actual Followup Date |:|
. Fallowup Made -Select- &
Outcome at Followup -Select-

Case Plan - Add A New Goal

I Sawve Changes

Figure 47: Case Plan Goal Data Screen

Goal Classifications are used to categorize Goals into related groups. Goal Types are the actual
Goals associated with the Goal category. Each Goal can be tied to a Target Date, a date by
which the Goal should be achieved. The overall status of the Goal (Closed, Identified and In
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Progress) should be updated throughout the Case Management process. If the status is ‘Closed’,

it is important to enter the outcome, i.e. abandoned, achieved, Goal revised, or partially achieved,

and date it was closed.

A “Followup” area @ is simply a “to-do list”, or a reminder for Users to check on the Client’s

progress. This list is displayed on the User’s Home Page. Once the “follow-up” is made, the

User can remove the item from the Home Page by entering a date in the “Actual Followup Date”

field. The User is then prompted to record the “outcome” at the time of the follow-up.

Once a new Goal has been saved, the page expands to display three additional areas: Case
Notes, Action Steps Planned and Service Items For This Goal. (Figure 48)
ClientPaoink
Profile ASSESSMEnts kCaze Plans Sarvice Transactions
Client - Davidson, Sherry (#7) 5 23 [ s
Case Plan - Edit Goal ‘
= & Climnts: 1
MHame Typa Target Date LStatus Dt com
3 e Salf Sulf) y: Learn How g Sholls 104300 2004 In Progress
1 Data B
Prawider AHE - Domestic Violence Certer (#52) |
Cuate Goal was Set
Goal Classification/Type Self Suffuciency kd J§ | Learn Housekeeping Skills 53
Target Oate
Cryarall Status In Progress 53
If "Closed”, Outcome -Select- Ed Date |:|
Ellaum
Prajacted Follawus Date
Actus! Follawup Date 1
Followup Made -Select- B3
Owtcome st Followup -Salect- kd
To update household members” poal also, olick on the box beside each name.
o Heusaheld mambars arg indluded in thig Gaal.
fc.u Notes Add Case Nete
Mo Hotes found for this goal. ‘
|Action Steps Planned Add Action Step
Step Targel Dato Slatus Oulcoms
No fiction Steps found For this goal.
|Service Ibems For This Goal | Add Hﬁdl;lﬂndi
Dabe Sat Created By Hesd Type Shatus Dutcome
Ne Senvice Tveme found for this goal. ’
Case Plan - Edit Goal & d
Save Changes I
Figure 48: Saved Goal Data Page
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ADDING CASE NOTE

To create a Case Note, simply click the Add Case Note button @. In the Case Notes popup
window (Figure 49), the User’s default Provider and current date and time is displayed. If
needed, this information can be changed. The ability to edit Case Notes may be deactivated at
the system level, e.g. many health care providers cannot edit Case Notes for legal reasons. (See
the Administration chapter for details on how to deactivate this feature.) For such installations,
if an error was made in the note, the User will need to create another Case Note that explains the

CITor.

Case Note Data (Sherry Davidson)

Provider AHC - Domestic Violence Center (£52)

Note Date  [09/15/2004 || 04 121 [P ]

Note

Ficure 49: Case Note Data

ADDING ACTION STEPS

Household members

To include household members in this action step, click on the box beside each name.

ACtiOn Steps arc Chent taSkS No Household members were found for this client.

and responsibilities that are

Action Step Data (Sherry Davidson)

deSIgned tO help the Cllent Provider AHC - Domestic Violence Center (#52)
. . Date Action Step was Set
reach his/her Goal.  Action P
Action Step e e el T I
assistance
Steps are a great way to track || ..o
the Client’s progress toward ||overan staws 1n Progress
. If "Closed”, Outcome -Select- Date I:l
his/her Goal.
Followup
Projected Followup Date 10/10/2004
To add an Action Step, locate ||acual folowup Date LI
Followup Made -Selact-
the ACtion Steps Planned Outcome at Followup -Select-
[ Add Action Step | [ Caneel |

section of the Case Plans

screen and click on the Add  Figure 50: Add Action Step Screen
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Action Step button (Figure 48,@). The Action Steps pop-up window will appear (Figure 50
above) The User’s default Provider and a date field for the Date the Action Step was Set, and a

text field where the Action Step to be taken can be typed are displayed. The window also

provides fields for Target Date, Overall Status, and If “Closed”, Outcome.

A Followup section has also been provided to allow the User to create a reminder for him/herself

to see whether the Client has performed the identified Action Step.

After the Action Step Data screen has been completed, click the Add Action Step button. The

popup window will close and the User will be returned to the previous screen. The Action Step

will now appear in the Action Steps Planned section. If a Household Member had been selected
when the Goal was first added, the Action Steps will be listed for each Household Members’

record as well.

ASSOCIATING A SERVICE NEED WITH A GOAL

Sometimes Clients have Needs that require assistance in order to achieve a Goal. ServicePoint

gives Users the ability to enter NEEDS and SERVICES related to a Goal. (Figure 48, ©)

Upon clicking the Add Needs/Services button, the User is transferred to the Service Transactions
screen where the NEED and SERVICE can be recorded. This is explained in Providing Services or
Referrals Using Service Transactions section of this chapter. The process is the same with one

exception. There is an additional line that signifies that the Need is associated with the Goal.

UsING FoLLowuPS

If a Follow-Up has been created, it will appear on the User’s ServicePoint HomePage. The
Followup List is a user-specific “to-do” list that reminds Users of their Clients’ Services, Goals

and Action Steps. (Figure 51 below)

Using the mouse, hover over the word “Client” @ within the Followup List to reveal the name of
Client associated with the followup @. The word “Client” is a hyperlink that allows the User to

access the Client's Profile screen. The hyperlinks © in the "Type" column allow thee User to
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directly access the associated Client's Goal, Action Step or SERVICE. The Date and Time
Remaining columns @ indicate the due date and the number of days remaining before the due
date of the scheduled Followup. If the date has passed, the word Past appears in red in the Time

Remaining column.

A Followup will remain on the Home Page until the User enters a date in the Actual Followup

Date field within the respective Goal, Action Step or Need/Service Screen.

PHome
Navigate MewsFlash - System
ClientPoint - Add, edit or view client profile, client assessments, or add, edit, or Protect Our Clients’ Privacy -
B e e Please be sure to logoff each time you
leave your computer. This assures a
ind community resources high level of protection of client

information. Thank you.

ck housing availability in your community. About Bowman Systems - To find
out more about Bowman Systems,
please access the link below to

Reports - Viely standard reports, or generate custom reports. ! L . N
suspend ServicePoint and view their

web e. Fuyll s
Mewsflagh - \lew or post newsflashes for your agency page. full Story
Help - Visit tHe help area for assi in using the m. NewsFlash - Agency

/ . .
Followup L* / There is no news at this time.
Type Date Time Remaining

Client Servige 09/27/2004 Past
Client Action Step 10/10/2004 12 days
Client Goal 10/15/2004 17 days

Bl Jump to "Sherry Davidson'

ServicePoint version 3.05.002 (db build #0487)
Licensed to: Bowman Systems
© 1999-2004 Bowman Systems L.L.C. All Rights Reserved.

Figure 51: User Home Page with Follow-Ups

QUICK CALL INFORMATION

The Quick Call Information section (Figure 52 below) at the top of the ClientPoint Search screen

is an excellent way to record 211 type calls or to track call activity.

The Quick Call feature is primarily used by Call Centers that are required to document the exact
amount of time spent on each client call for reporting and funding purposes. It gives the User the
ability to record each call time quickly and efficiently. Since the caller is effectively a

participant in the program during the call, this feature generates a type of Entry. Everything a
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User can do in ClientPoint (i.e. answer Assessments, create Case Plans, record NEEDS and

SERVICES, etc) can be done while using the Quick Call feature.

rClientPaint

Quick Call Information

Grant ROI for call |
Start Call | start Quick call |

Figure 52: Quick Call Section of ClientPoint Search

Quick Call is accessed within the ClientPoint screen by selecting the Start Quick Call button
(Figure 52 above). A popup window will appear asking the User to confirm that the User wants

to use the Quick Call function (Figure 53).

Wicrospitdnternet=xplorer: [x]

3/ Are you sure you want to start this Quick Call?

E OK ;I Cancel ]

Figure 53: Quick Call Confirmation Window

If the User clicks OK the Quick Call Information section of the screen changes (Figure 54

below). It will show the current date and time @, as well as the ROI status @. If the User

clicks Cancel, the screen does not change.

If the Grant ROI for call checkbox had been selected prior to clicking the Start Quick Call button,
ServicePoint will generate a one-day ROI for the current date (expires today). This will “trigger”

the Provider’s default security settings for all information collected during the Quick Call.
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-Select- v
Quick Catl Tnformation -Select-

Start Time 10/03/2004 11:37 AM Chll_-l rch

Grant ROI for call  No Police

Caller -Select- = % Self

Call Type -Select- |4 Organization

Call Notes [ — | Friend/Relative

End Call [
-Select- hd

Add as New / Search for Existing Client

-Select-
Last Profile | -select- [ Referral
_ Hang Up
First = [ Jm[ Jewa=[ 1] Business

ss= " C1-CJ-C1 Information

ek I S— 2 ici
, Suicide

Gender - Select - |~

Race - Salact - V]

Ethnicity - Select - &

Search Filter 7] gyact Match?
| Add/ Find Client | | Add As Anonymous Client |

= - Searchable Fleld

Search client through his id card.

Scan or Enter Clent d [ Searchthisid

Figure 54: Quick Call Information Screen

If using the Quick Call feature, Users have the ability to define the Caller and the Call Type from
dropdowns. These lists are customizable. (See the PickList Data section in the Administration

chapter). Notes pertinent to the call can be entered in the Call notes section.

ClientPoint
Merofile Service Transactions

Client - Lilly, Diane (#61)
Release of Info: Expires today

Client Profile &

Card Orientation: 1 | [ IssueID Card || Save Changes |[Exit]

Added to System Sep 20 2004 03:20PM

First [piane Jmr[_] vLast [uilly
ss# -[s ]-
Age

= 1

Figure 55: Client Profile using Quick Call
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When recording a Quick Call, the icon (End Call) replaces the Entry/Exit icon located in
the top right portion of the screen. This indicates that the Client is “enrolled” in the User’s
“program” during the duration of the call, since during the call the User is either collecting data
on the Client or is providing a Service to the Client (even if that Service is simply a request for

information.)

To end the call, select the End Call icon and verify the desire to end the call. The User is
returned to the Quick Call Information screen. Selecting the End Quick Call button will end the
call and display a blank ClientPoint Search Screen.
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IN SUMMARY ...

There are four pages, or “sub-modules,” of ClientPoint: Profile, Assessments, Case Plans
and Service Transactions.

The ability to access these pages is dependent on a User’s access level.

Searching for existing Client records is designed to prevent the creation of duplicate records
within a ServicePoint community.

Entering the first and last name, date of birth and gender are critical to the proper creation of
a Client record and associated unique Client ID.

The Client Profile is used to record Client static and demographic information.
Assessments are topic-specific questionnaires used to record information related to a Client.

Case Plans permit the recording of identified Goals and their associated Case Notes, Action
Steps, Service Transactions provided to help achieve the Goal.

Service Transactions records identify Client NEEDS, as well as the SERVICES provided and
REFERRALS issued to help meet those NEEDS.

Follow-ups are User-specific reminders employed to help track the progress of Client Goals,
Action Steps, NEEDS, and SERVICES.

ROIs record whether a Client has given his/her permission to share his/her information
within a ServicePoint community.

The ServicePoint functionality behind the ROI is to trigger the Provider’s default sharing
agreements within a ServicePoint community.

The security status of Client-specific data has four possible states: Open, Open with
Exceptions, Closed and Closed with Exceptions.

Recording the Entry and Exit of Clients to and from programs is vital to accurate HUD
reporting.

SERVICES are provided to meet a Client’s NEEDS. REFERRALS are assignments to other
Providers to address a Client NEED.
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» Linking Household Members reduces data entry by recording information for multiple
Clients at one time.

= Backdate Mode is used to enter information “after the fact” while accurately recording the
date the information was collected.

= (lient photos can be stored for each Client in the File Attachment section of a Client’s record
and 1s used to create Client Photo IDs if the User has permission to use the SkanPoint
module.

= Infractions or bans can only be recorded by access levels of Agency Administrators and
above and are simply points of information. Infractions do not prevent any function of
ServicePoint from working.
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CHALLENGE STEP ...

1) Add anew Client record
2) Create a Household
a) Add two additional Household Member
3) Give the entire Household a ROI
4) Give the entire Household a HUD Entry
a) Answer 4 HUD questions (on the Entry screen)
1) Repeat this for each Household Member
5) Add a Goal for the entire Household
a) Add a Followup
6) Add a Needs

a) Look at the other Household Members’ records to verify that the needs have been applied
to all Household Members.

7) Add two Referrals

8) Cancel one Referral

9) Add a Service

10) Add an Exit
a) Change those 4 HUD questions (on the Exit screen)
b) Repeat this for each Household Member
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CHAPTER 5: SHELTERPOINT @i,

CHAPTER OBJECTIVES

= Discuss the capabilities associated with the use of ShelterPoint.
=  Describe how to view, create and cancel bed reservations.

= [llustrate how to add and remove Clients from a bedlist.
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INTRODUCTION

Organizations that provide shelter to individuals and families in times of need can use
ShelterPoint to document, manage and report Shelter activities. Bedlists are created by
Administrators for Providers indicated as Shelters on the Admin Provider Profile screen. For

instructions on this configuration, please see the Admin Providers section of this course.

ShelterPoint gives you the ability to:

® View bed availability

e View and fill empty beds

® (reate reservations

e Track and manage bed overflow

® Track locker assignments

e Document distributed supplies

® Mark beds as “held” (new in 3.06)

® Check-Out Beds (Individually or by Group)

e Take note of previous Infractions

CHECK-IN

Using ShelterPoint to check a Client into a shelter can be done two different ways: 1) by
converting a Client Reservation or 2) by directly checking a Client into an empty bed.

Whichever method is used, the Provider must first:

® be configured as a ServicePoint user
® be configured as a Shelter in the Provider Profile screen

® have a bedlist
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The first step in using ShelterPoint is to select the Provider who’s Bedlist the User wishes to

access. (Figure 56)

PShelterPoint

Viewing Bedlists For Provider -Select- &2
-Select-

Battered Women's Shelter

Figure 56: ShelterPoint Screen

Once the Provider is selected, the main screen expands to show additional Shelter information.
(Figure 57)

Viewing Bedlists For Provider EBattered Women's Shelter [0 ﬂ
Check Bed Availability
Viewing Information For Bedlist Safe Haven [ ‘_‘,

Note: Housahalds must be establizhad in CliantPoint bafora making rasa. nz for ar chacking in Families.

Reservations for Bedlist - Safe Haven | Add Reservation | ‘
Arrival Date Client DOB  Gender Race Group ID
T cancel reservation checkin  09/26/2004 Dresler, Annie A
T cancel reservation checkin _ 09/27/2004 Whiteclaw, Gen
d (Safe H. = o)
Display All Beds Ll SortBy Bed & | Ascending B
M Floar Room Bed Client DOB Gender ;;';oup Conf. ﬁ‘“’“"r
obes
2nd Floor Room 2-1 Bed 2-1-A ligr, Di 02/11/1992 Female No
2nd Floor Roamn 2-1 Bed 2-1-B ETY
2nd Floor Room 2-2 Bed 2-2-A Jones, Vera S 08/14/1970 Female No
2nd Floor Room 2-2 Bed 2-2-B EMPTY
3rd Floor Room 3-1 Bed 3-1-A Smith, Rits 01/24/1989 Female No
3rd Floor Room 3-1 Bed 3-1-B EMPTY
3rd Floor Room 3-2 Bed 3-2-A EMPTY
3rd Floor Room 3-2 Bed 3-2-8 EMETY
2nd Floor Room 2-1 Cnb 2-1-C EMPTY
Overflow (new) EMBTY
[ Update Confirmation List ] [ Transmit Teday's Chackout List ]

Figure 57: ShelterPoint Main Page

© View Bedlist for Provider: This is a dropdown list of all Providers for which the User can
enter data that have been configured as Shelters. The choices available are determined by the
User’s access level and his/her default Provider.

© Check Bed Avallabliity: Used to view a list of available beds for Shelters within the User’s
ServicePoint community.
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Viewing Information for Bedlist: A list of the Bedlists for the chosen Provider.

Reservatlons for Bedlist Sectlon: Allows Shelter personnel to delete or cancel existing bed

Reservations, or to convert a Reservation into a “Check-in.”

@

Bedllst: Shows bed status within a bedlist.

Add Reservation: Permits Shelter personnel to add a Reservation for a Client.

Filter: Permits the User to choose which beds to display, i.e. all beds, all full beds, or all

empty beds. The User can also determine the manner in which the information will be

sorted.

7]

CREATING BED RESERVATION

Check-In Hyperlink: Allows the User to convert the reservation into a check-in.

A bed Reservation is a request for placement into a bed, but a Reservation does not constitute a

confirmation or guarantee of the request. To create a Reservation, click on the Add Reservation

button (Figure 57, © above). A popup window will appear prompting the User to either search

the database for an existing Client or create a new Client, similar to finding or adding a Client in

ClientPoint. (Figure 58 below)

|Possible Matches (refine vour results or add as new below)
Name 55# Date of Birth
Marshall, Roberta 211-47-8956

Gender

Race Banned

showing 1-1 of 1

Add as New or Refine Search

First *
ss# * = =
(mmy/ddfyyyy)

Female

Date of Birth
Gender

Race American Indian (HUD 40118)
Ethnicity Other

Search Filter ] Exact Match?

Err—

4

[ Refine Search Criteria

Add Client With This Information

] [Cancel]

Note: Only First, Last, and SS= are used for searc

Resarve Date

Bed Reservation Data - Roberta Marshall ( 211-47-8956) w

09/28/2004

hold

b

Note: Only

To make reservations for househgmz;ers also, click on the box beside each name.

B

from the same h

Household #1 Members:
Marshall, Jose

hold may be selacted.

P

B. d Start

Infractions for Roberta Marshall
Banned End

Infraction Banned Code
No Infractions found for this client.

Provider Sites Staff

[ Save & Continue || Cancel |

Figure 58: Client Search and Reservation Screen in
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If there is not a match with the search criteria entered, the User can click the Add Client With This

Information button @ to create a new Client record. ShelterPoint will then continue with the bed

Reservation.

The name and social security number of the Client for whom the Reservation is being made is at
the top of the Bed Reservation Data popup window @. Household Members can be included
with a bed Reservation ©. Infractions entered for that Client are also included for viewing and
consideration @. Please note that infractions are nothing more than points of information. The
presence of an infraction does not prevent a User from continuing with a Reservation or Check-
n.

Upon clicking the Save and Continue button, the ShelterPoint Main screen will be refreshed,

displaying the new Reservation in the Reservation for Bedlist section of the page (Figure 59,@)

| vome | Clentpoin | Resowcebore | vewror | Repots | beb | toget

g Bedll For der Gattered Women's Shelter £3

hi Availabili

| Viewing Information For Bedlist Safe Haven |

Note: holds must be blished in CHl int before making reservations for or checking in Families.

Reservations for Bedlist - Safe Haven Add Reservation I
Arrival Date Client DOB Gender Race GroupID

T cancel reservation checkin  09/26/2004 Dresler, Annie A

T cancel reservation checkin  09/27/2004 Whiteclaw, Geri

T cancel reservation checkin  09/28/2004 Marshall, Jose 20
T cancel reservation checkin  09/28/2004 Marshall, Roberta 4 20

Bedlist (Safe Haven - Women ion)
Display All Beds i Sort By Bed kd | Ascending K4

Floor Room Bed lient DOoB Gender GrOUP  cgqp, Codes/
I Notes

2nd Floor Room 2-1  Bed 2-1-A lligr, Dian 02/11/1992  Female No

2nd Floor Reoom 2-1 Bed 2-1-B AETY

2nd Floor Room 2-2  Bed 2-2-A Jones, Vera S 08/14/1970  Female No
2nd Floor Room 2-2  Bed 2-2-B EMETY
3rd Floor  Room 3-1  Bed 3-1-A Semith, Rita 01/24/1989  Female No
3rd Floor Room 3-1 Bed 3-1-B METY

3rd Floor  Room 3-2  Bed 3-2-A

3rd Floor Room 3-2  Bed 3-2-B

2nd Floor Room 2-1  Crib 2-1-C
Owverflow (new)

RERER

[____update Confirmation List

—

[ Transmit Today's Checkout List ]

Figure 59: ShelterPoint with Added Reservations

CHECK-IN CLIENT FROM A BEDLIST RESERVATION

Clients who have arrived at the shelter that have a Reservation can be checked in very easily.
From the Reservation from Bedlist section @, the User should click the check-in hyperlink next

to the Client’s name.
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The Reservation Checkin: Bed Stay Data popup window will display (Figure 60).

Reservation Checkin: Bed Stay Data - Annie A. Dresler ( 653-87-9123)

Date In 09/28/2004 || 09 R4l : | 36 K4 | AM K4

Bed Name/Number [2nd Floor Room 2-2 Bed 2-2-8 | | AssignBed | @
ID

Overflow Bed Name (optional) | | @

Supplies given |None ]

Locker # [Locker 2-2-B ]

Codes/Notes

Figure 60: Reservation Checkin Bed Stay Data Popup Window

The Date In will display the current system date and time the Client was checked into the shelter.
The date and time can be modified if the User did not enter the Client in “real time.” The Assign
Bed button is used to display a popup list of available beds for that Shelter and will fill in the
selected bed assignment and its associated ID number in the Bed Name/Number ficld. The @

icon is used to clear an associated field.

It is not uncommon for some Shelters to utilize old army cots, sleeping bags, etc to keep from
having to turn a Client away, particularly during inclement weather. In those situations, the
Overflow Bed Name (optional) field is used for those Clients that were not given an actual bed,
but who were not turned away by the Shelter. Since the overall objective is to count “heads” not
beds, overflow beds are not automatically given a “name” by ServicePoint. However, the User

can define a name for each Overflow bed if necessary.

Supplies given to Clients in connection with their check-in can be noted in the Supplies Given
field. In addition, locker assignments can be recorded using the Locker # field. Any other

pertinent information related to this check-in can be noted in the Code/Notes text field.
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After the User completes the data fields and clicks the Save button, the Reservation Checkin Bed

Stay Data popup window closes and the system returns to the ShelterPoint screen. The Client

now appears in the Bedlist section with an assigned bed (Figure 61,@).

Viewing Bedlists For Provider Sattered Women's Shelter [
Check Bed Availability

Viewing Information For Bedlist Safe Haven |

Nete: Households must be established in ClientPoint before making reservations for er checking in Families.

Reservations for Bedlist - Safe Haven | Add Reservation

Arrival Date Client DOB Gender Race Group ID
T cancel reservation checkin 09/27/2004 Whiteclaw, Geri
Bedlist (Safe Haven - Women's Section)

Display All Beds . SortBy Sed &4l Ascending |54
Group Codes/
Floor Room Bed Client DOB Gender i Conf. Notes
2nd Floor Room 2-1 Bed 2-1-A EMPTY
2nd Floor Room 2-1 Bed 2-1-B Marshal berts 12/24/1980 Female 20 N&
2nd Floor FRoom 2-2 Bed 2-2-A Jones, 5 08/14/1570 Female No
2nd Floor Room 2-2 Bed 2-2-B Dresler, Annie & 04/11/2000 Female No
3rd Floor  Room 3-1  Bed 3-1-A Smith, Rita 01/24/1989  Female No
3rd Floor Room 3-1 Bed 3-1-B Collier, Diane 02/11/1992 Female No
3rd Floor Room 3-2  Bed 3-2-A EMPTY
3rd Floor Room 3-2 Bed 3-2-B
2nd Floor Room 2-1  Crib 2-1-C M I, 01/29/1999 Male 20 Ne
Overflow (new) EMPT

[ Update Confirmation List e Transmit Teday's Checkout List

Figure 61: Results of Converting Bed Reservation to Check-In

DIRECT CHECK-IN USING EMPTY LINK

Check In Client

. . . Last Profile
“Direct check-in” permits the placement of

Clients into a bed without using the [ L JLIL ]
Gender

I —

R — ] L E—

Reservation feature of ServicePoint. To use |...

| - Select -
sty

“direct check-in”, click on the Empty |scier

[ Exact Match?

hyperlink (Figure 61,8) located to the right |—cetmemticheein ] [Canaal]

* - Searchable Feld
Search client through his id card.

of a named bed in the Bedlist section of the

Scan or Enter Client id ||

[ search this id ]

screen. If there are no beds available, the User

can click the Empty hyperlink in the Overflow  Figure 62: Check In Client Search Screen

(new) line to record an Overflow entry. The

Check In Client popup window appears.

© Copyright 2004 Bowman Systems LLC

Page 88




SERVICEPOINT SYSTEM ADMINISTRATOR

As is the case when adding a Reservation, adding a Client directly into a bed requires the User to
either search for an existing record or add a new record into the system (Figure 62). If the Client

is already in the system, select the Client name and click Continue with Check In.

If there is not a match, the User can click the Add Client With This Information button and create a
new Client record. In either case, the check-in process will then proceed when the Continue with

Check-In button is selected.

Bed Stay Data - Nora Bradson #37 (Female 08/19/1079 635-21-9783) The Bed Stay Data
Date In o9 B : | a5 AM Midnight Checkin popup window (Figure
Bed Name/Number 2nd Floor Room 2-1 Bed 2-1-A . . .
Supplies given [Bed Package | 63) Wlll dlsplay ShOWlng
Locker 2 [L2-1-4] |

the Client name, ID

Codes/Notes

number, gender, date of

birth and social security

Household members

To checkin housshold members also, click on the box beside each name. Then assign each
member a bed, If no bed is specified, an Overfiow bed will be used, Note: COnly members number at the tOp Of the
from the same household may be selected.

No Household members were found for this client.

window. This window

is similar to the

Infractions for Nora Bradson
Banned Start Banned End Infraction Banned Code Provider Sites Staff Reserva[ion CheCk-In .
Neo Infractions found for this client.

Bed Stay Data window

| Print | l Save & Continue || Cancel ]

with the exception of the
Midnight Checkin

Figure 63: Bed Stay Data Popup Window
hyperlink. This feature

is used by Shelters who check Clients in after midnight. It sets the check-in time to 11:59 pm on
the date before the current date to indicate which night the Client actually stayed in the Shelter.
For example, if a Client checks-in at 3:30 am on 12/24/2003, he/she is actually in the Shelter the
night of 12/23/2003. The Midnight Checkin feature resets the time and date from 3:30 am
12/24/2003 to 11:59 pm 12/23/2003. Now, the proper night is recorded in the system for

accurate reporting.
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CANCELING A RESERVATION

If a Client fails to arrive at the Shelter for which he/she has a Reservation, or upon arriving it is
determined that the Client cannot check-in to the Shelter for any reason, the User should cancel
reservation. Canceling the reservation will maintain a historical record of the Reservation and
the reason for its cancellation. Deleting a Reservation does not store this historical information

and should only be done if the Reservation was entered incorrectly or by mistake.

Upon selecting the cancel reservation hyperlink, the Reservation Cancellation popup window

opens (Figure 64). From the Reason need was not met dropdown list, the User should select the
appropriate reason for the cancellation. After clicking the Save button to record the cancellation,

the reservation is removed from the Shelter’s Reservation for Bedlist section.

Cvone | clenoin | nesowesroie | e | nepons | web | tosoh

Viewing Bedlists For Provider Sattered Women's Shelter

Check Bed Availability
Viewing Information For Bedlist Safe Haven [

Note: Households must be established in ClientPoint before making reservations for or checking in Families.

Reservations for Bedlist - Safe Haven Add Reservation

Arrival Date Client DOB Gender Race Group ID
cancel reservation gheckin  09/27/2004 Whiteclaw, Geri
| |
Bedli fe Haven - Women's Section) |

Reservation Cancelation - Geri Whiteclaw ( 471-24-5679)

Room 2-1 Bed 2
Room 2-1 Bed

2
xnd N Reom22 Bed2|REASON Need was not met -Select- v
2nd Fl oom 2- Bed 2 T Y
3rd Floo Bed 3 1= ..7-::.
2 For Bed 3 - All Services Full
RS P [Save|[ Close Window | Client Not Eligible
2nd Floor b2 Client Refused Service
L e Service Does Not Exist
[_update Service Not Accessible

Figure 64: Reservation Cancellation Popup Window

CHECK-OUT

There are two ways to check out Clients: 1) check out each Client individually, or 2) check-out
multiple Clients at one time using the Transmit Today’s Checkout List button located at the

bottom of the ShelterPoint screen.
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INDIVIDUAL CHECK-OUT

To check out an individual, click on the desired Client’s name in the Bedlist section of the
ShelterPoint screen. At the bottom of the Bed Stay Data popup window (Figure 65 below), the
checkout date and time should be entered by the User. They can also indicate if the supplies
given were returned and whether there was a cost associated with the service. Costs can be

broken down into two funding sources.

The top half of the Bed Stay Data popup window allows the User to edit the date and time of
check-in, indicate if the client has a confirmation for the next night’s stay, reassign a bed, if
necessary, and edit supplies given, locker assigned, and any codes or notes associated with the

Client.

Bed Stay Data - Diane Collier { 369-25-8147)

Date In 07 i :[24 & [pm |

Confirmed for Next Day Stay? | No 54

Bed Name/Number [3rd Floor Room 3-1 Bed 3-1-8 | [ ReassignBed | @

1

Overflow Bed Name (optional) [ ] @

Supplies given |[Bed Package |

Locker # | ] | MitrosoftlmemetExplorer ]
\?/ Are you sure you want to chedk this dient out?

Codes/Notes

Date Out 12 & : oo &3 v B3

Supplies returned? Yes &l

Cost Of Service 1 |:| Source 1 | -Select-

Cost Of Service 2 [ source2 -select- [v]

Infractions for Diane Collier
B d Start B d End Infraction Banned Code Provider Sites Staff
No Infractions found for this client.

Figure 65: Bed Stay Data with Confirmation Popup Box
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BuLK CHECK-OuT

When the Transmit Today’s Checkout List is pressed, the Check Out Screen popup window
displays a list of Clients that are checked into the current bedlist (Figure 66). Each Client in the
list has a checkout box located to the left of his/her name. When the User clicks on one of these
Checkout boxes a check mark will appear, designating the associated Client as one who will be

checked out of the Shelter.

If the checkout date and time for all Clients is the same, fill out the Checkout Date field located
at the very top of the window and click the Set Dates button.

Viewing Bedlists For Provider (atteced women s Shalter [
Checs fied &vailabuli
Viewing Information For Bedlist ‘i Faoes [

tonte: Mogahalds must be sstabished in Clemefmnr hefore making resersanans far ar shacinng in Famies

Reservations for Bedlist - Safe Haven Add Reservabon
Arrival Date Chient DOB Gender Race Grawp ID
& cancel reservation checkin _09/27/2004 Whiteclaw, Geri

Bediust (Safe Haven - Women's Section)
Dinplay 4| Beds [ Sork By Bed Ascendng
Floor  Reom  Bed Client won Gender SIOUR cont, Gedes/
IndFioor  Aeom -1 Bed 2-1-4 EMPTY }
Check Out Screen print Checkout Date: [09/28/2004 | 09 [0 :| 49 £ am [ [ Set Dates |[155 ]
Checkout? Client Name Bed # Date Out  Time Out Supplies Returned? - e =
Bradson, Nora Bed 2-1-A |09/28/2004 || 12 &4 : | 00 B4/ | PM 4| | Yes (v .

Collier, Diane  Bed 3-1-8 09 &2 : 4o & Am 2] |ves (3
Dresler, Annie A Bed 2-2-B 123|: (o0 PM E [ Yes &
Jones, VeraS  Bed 2-2-A v A VIV I
Marshall, Jose  Crib 2-1-C [09/28/2004 | (09 [ : |45 & | AM [ [ Yes [
Marshall, Roberta Bed 2-1-B 09 &2 : |49 AM [ | Yes

Smith, Rita Bed 3-1-A 1228 : (o0 B0 ves &

[ Checkout | [ cancel |

NOOEEOE

Figure 66: Check Out Screen Popup Window for Bulk Check-out

This date and time will be set for all designated Clients in the list. If the check-out dates and
time are different for each Client, then complete each Client record individually with the

appropriate information.

Once all information for each Client is complete, click the Check Out button. The ShelterPoint
screen will refresh with the checked-out Clients removed and the beds they occupied showing as

empty (Figure 67 below).
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| ome | Cienpant | Aesowcspoint | ererecor | epons | b | tooot |

Viewing Bedlists For Provider | Gattered Women's Shelter [+

heck Availabil
Viewing Information For Bedlist Safe Haven ]

Note: Houssholds must be established in ClientPoint before making reservations for or checking In Familles.

Reservations for Bedlist - Safe Haven | Add Raservation
Arrival Date Client DOB Gender Race GroupID
T cancel reservation checkin  09/27/2004 Whiteclaw, Ger
Bedlist (Safe Haven - Women's Section)
Display All Beds |2 Sort By Bed & Ascending [

Floor Room Bed Client DOB Gender ?I;oup Conf. EOD‘:::I
2nd Floor Room 2-1 Bed 2-1-A EMPTY
2nd Floor Room 2-1 Bed 2-1-B Marshall, Roberta 12{24/1580 Female 20 Mo
2nd Floor Room 2-2 Bed 2-2-A EMPTY
2nd Floor Room 2-2 Bed 2-2-B EMPTY
3rd Floor Room 3-1 Bed 3-1-A EMPTY
ird Floor Room 3-1 Bed 3-1-B Collier, Diane 02/11/1592  Female Mo
3rd Floor Room 3=2 Bed 3-2-A EMFTY
3rd Floor Room 3-2 Bed 3-2-B EMETY
2nd Floor Room 2-1  Crib 2-1-C Marshall, Jose 01/29/1999  Mals 20 Mo

Overflow (new) EMPTY

[ update Confirmation List | [ Transmit Teday's Checkout List ]

Figure 67: Refreshed ShelterPoint Main Page After Bulk Check-Out

NEXT DAY CONFIRMATIONS

Confirmations are created for Clients that the User does not want to include in the Transmit
Today’s Checkout List. Confirmations can be created one Client at a time while on the Bed Stay
Data popup window (Figure 65 above) or for multiple Clients at once by using the Update

Confirmation List feature (Figure 68).

Fhaitarfoint
Viswing Bedlists For Provider Batterad Woman's Shalter |

viewno it | CONfirmation Screen print

:::: Confirmed for Next Day Stay? Client Name Group ID Bed #

W Marshall, Jose 20 Crib 2-1-C
[FsTs Marshall, Roberta 20 Bed 2-1-B
e |G (Conel)

Ind Foor  Foom 2-1  Bed 2-2-8
Jed Floor  Room 31 Bed 3-2-4
Jdflsar  Room 31 Bed 3.1.8
A
]

3rdFisar  Roem 3-2  Bed 3-2-
Ird Floor  Room 3-2  Bad 3.2
™

Figure 68: Confirmation Screen Popup Window with Confirmed Clients
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Selecting the Update Confirmation List button, located at the bottom left of the ShelterPoint
screen, will open the Confirmation Screen popup window. This window displays all Clients
currently checked into the bedlist. Placing a checkmark next to a Client’s name will indicate that
the Client has been confirmed for the “Next Day Stay” and will not be included in the Transmit
Today’s Checkout List.

Clicking the Save button will return the User to a refreshed ShelterPoint screen. The Conf.
column of the bedlist will now display a “Yes” for those Clients who have been have confirmed

beds for the next night.

A Client will remain in a bed unless and until he/she is checked-out either

. individually or with other Clients. It is not necessary to confirm that Client is

L staying another night. The Confirmation List is simply a way to narrow the list
of Clients in the Transmit Today’s Checkout List.
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IN SUMMARY ...

= ShelterPoint is a tool used by Shelter personnel to view and manage which Clients stayed in
which beds and on what nights.

= (Clients can be checked in by making a Reservation or by “direct check-in” into an empty
bed.

= Providers must be configured as ServicePoint users, indicated as a Shelter, and have a Bedlist
available in order to be accessed through ShelterPoint.

= Reservations can be converted into Client check-ins.

= Check-ins/outs and next day confirmations can be performed for a single Client or for a
group of Clients.
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CHALLENGE STEPS ...

1) Create a Reservation for an existing Client

2) Check that Client into a Bed

3) Check that Client out of a Bed as of 10/20/2004

4) Check in a Household directly (through the “Empty” feature)
5) Put one Client in an Overflow Bed

6) Confirm a “next night’s stay” for one Household Member

7) Check Out the rest of the Household through the “Checkout List” feature
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CHAPTER 6: SKANPOINT

CHAPTER OBJECTIVES

= Describe the capabilities of SkanPoint.

= Discuss screen differences encountered by Users configured to use SkanPoint.
= Describe the purpose of a Client list.

= List steps in the creation of Client ID card for individuals or a group.

= Describe how Services can be provided to multiple Clients using SkanPoint.
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INTRODUCTION

SkanPoint is designed to record one Service for several Clients at one time. This module also

allows Users to create Client ID cards and access Client records through the static ID number. It

is a flexible tool that must be activated both at the system and user levels. Administrators must

configure each User to have access to the SkanPoint Module (see the Administration chapter).

Users who have been configured to use SkanPoint will have access to the following (Figure 69):

© The Navigation Bar will now include a tab for the SkanPoint module.

@® ClientPoint’s Client search screen will include the ability to search a Client by his/her ID

number.

© The Client Profile screen will include an option to create a Client ID Card (Issue ID Card).

e rcreririn

Quick Call Information

Grant ROI for call O

Add as Mew / Search for Existing Client

Last Profile -Salect L2

e L e 1 1 1 —
sser [ J-(J-C]

DatecfBirth [ |(mm/ddiy)

Gender - Select -
Rac - Select -
Ethnicity - Select -

Search FRSF [T gract Match?

Add [ Find Client Add As Ancrymeus Client I

* - Searchable Field

Search client through his id card.
o_bsun ar Enter Client id

[ scarch thisid |

Client Profile =

Card Orientation: 1 || Issue ID Card

Figure 69: Areas available to SkanPoint Users

| Save Changes
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Using the Client ID is a quick and precise method for accessing a Client record. The User has
the choice of either scanning a Client ID Card or manually entering a Client ID number. If you
manually enter the ID number, either click the Search this id button or press the Enter key. If the
Client record exists, the User will be taken directly to the Client Profile screen for that Client.

The initial SkanPoint screen is divided into three sections (Figure 70):

O Choose Need Service — used to define Provider, SERVICE, SERVICE Start and End dates, cost
and funding source, and the Clients receiving the chosen SERVICE.

® Manage Cllents In Cllent List — used to create, edit and delete Client Lists.

© Generate Bulk ID Card — used to create multiple Client ID cards at the same time.

Serweie STa D

v End e

e B~ BE - 0
Fronadier-roechc Senace Sabect- )
Com OF Sensaoe L Toastd I -SRI =

Coet OF Sarvice 3 [ Sewrsez -Suie

Lot Mg (2 chant i 1o b paved]

L Cluisie Clairid Frism Chert Lt

F | [Fanage Clients in Clieat Lint

A wnd dulite chents in Chert List

e‘ Crnate fw Chart Lt
Erter Lt Mame

r |Gessrate Bulk 10 Card

Ganersts B Sarda for all L actren detili] pou Can .

e Sererate Bk [T Cards
Generate B Cards for clents n Chert Lot

[ ‘Gargrate 1D Cands From Clert Lt |

Figure 70: SkanPoint Main Page
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PROVIDING SERVICES TO MULTIPLE CLIENTS

Rather than recording Client SERVICES to each Client individually, SkanPoint provides the
capability of recording the same SERVICE to multiple Client records at the same time. With the
exception of the Lists, the information requested on the Choose Need Service screen is the

same information that is requested on the Service Transaction screen in ClientPoint. (Figure 71)

¥SkanFoint

Choose Need Service

o—’ Provider Louisiana Statewide HMIS (=1) v
o—’ -Select Need from Quicklist- £ -or- lookup
Service
]

Service Start Date o9 i : 29 & am 2

Service End Date ] B = [

Provider-specific Service -Select- L4 " o

Cost Of Service 1 I:I Sgurce 1 | -Select- v

Cost Of Service 2 |:| Source 2 | -Select- v

Service Notes ‘@
o_’ List Name (If client info to be saved)

0—>| StartSkan ][ Choose Clients from Client List |<—°

Figure 71: SkanPoint Choose Need Service Page

To record a SERVICE, the following information should be entered:

© The Provider that is supplying the Service.
@® The Service being provided (using Code Set terms).

© The start and end date of the Service.
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If applicable:
® The Provider-specific Service for this Provider (if applicable).

© The cost and funding source of the Service (if applicable) .
® Notes that pertain to the Service provided (if applicable).

@ A Name for the List of the Clients who received the Service, if the List is to be used again.

If the User plans to provide more than one Service to a group of Clients, he/she
should create a List. One way to do this is by naming the List on the List Name

. ['E (if Client info to be Saved) line (Figure 71,@ above). Another way to create a
List is described below in the section called "Creating and Managing Client
Lists.”

After the data has been entered, click Start Skan button to begin recording the SERVICE. The

Skan Client Bar Code popup window opens to allow the User to record the SERVICE for multiple
Clients. (Figure 72)

% As soon as a Client ID is scanned or entered in this popup window, the SERVICE
will be recorded. Users can remove the last scanned ID if necessary.

iz |Skan Client Bar Code

Skan Code |

ST

Persons Entered

| Skan Bar code || || New Session |

Figure 72: Skan Client Bar Code popup window
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The Clients receiving this SERVICE are stored in the Persons Entered section of this popup
window. If the User has named the List, these Clients can be accessed as a group in the future,
either by clicking on the Choose Clients from List button or through the Manage Clients in Client

List section of the SkanPoint screen.

If the User chooses to record additional Services using a List, he/she must identify the Service to
be provided, as described above. Then, rather than choosing to name a new List or start scanning
without creating a list, the User should click on the Choose Clients from List button. This opens
a popup window that displays all existing Lists. Once the User selects the desired List, the
popup closes and the SkanPoint screen refreshes to display all the Clients that belong to the
chosen List. All Clients that have a checkmark in the Check Box column will have the identified

Service recorded in his/her record in the Service Transactions section. (Figure 73)

Client names in ‘The Breakfast Club®

Client names in "The Breakfast Club®

Check box Id # Client Name SSNe

E] 21 Antonelli, Roberta DET-25-7148
[+ 26 Hadden, Robert 114-45-S666
[] 3a Jones, Joan 213-21-2132
[#] 17 Marshall, Jose DB7-33-5469
[+] 18 Marshall, Roberta 211-47-8956
[<] 45 McArthur, Jan 524-61-5480
] 48 McArthur, Joseph 077-55-6661
[+] 33 Manor, Robert 087-77-7537
] 55 Wilson, Herrick 323-45-5585

showing 1-9 of 9

Uncheck the dients who did not receive the service.

[ Enter Service for Clients | [ Exit |

MSkanPaint

(Added

Sarvices Added to the Clients’ List Chosen.

Figure 73: Recording Services Using Client List
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CREATING AND MANAGING CLIENT LISTS

Client Lists are used to record SERVICES for multiple Clients rather than creating a SERVICE
Transaction for each Client individually. A Client List is typically created to group Clients who

regularly receive the same SERVICES at the same time (such as congregate meals).

The Manage Clients in Client List section allows User to create and edit Client Lists.

Manage Clients in Client List

Add and delate clients in Client List.

Manage Client List

Create new Client List.
Enter List Name

Choose Provider | Louisiana Statewide HMIS (=1)

Create Clhant List

Figure 74: Manage Clients in Client List Section of SkanPoint

An existing Client List can be accessed and edited by clicking on the Manage Client List button
(Figure 71 above). A popup window opens to display all existing Lists. Once the User selects
the desired List, the popup closes and the SkanPoint screen refreshes to display all the Clients
that belong to the chosen List. (Figure 75)

ServicPoint

Bowman Systems / Shreveport

Connecting your community.

bskanPoint

Client names in 'Test List’

Client names in ‘Test List'

Id # Client Name SEN#
T 630 Da, Ducky 222-33-4444
T 321 smith, betty 222-22-2222

M 1775 Testers, testers
showing 1-3 of 3

Last 1D skanned: betty smith (#321)

Client Narne: I

Type or Skan Client Id to add: I -or- Look up

add Mew Client to List | Exit |

Figure 75: Client Names in List
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To add Clients to this List, either scan a Client ID Card or enter a static ID number. If the Client
does not have an ID Card or if the Client's static ID number is unknown, click on the lookup

hyperlink to display a popup window that allows the User to search for a Client Record by First
Name, Last Name, Client ID, and Social Security Number. Clicking the Add New Client to List

will add the Client to the Client names section of the screen. (Figure 76)

To remove a Client from a List, click the Delete T icon next to the Client's name. This will

NOT delete the Client record. It simply removes the selected Client from the List.

Once all the Clients for the list have been either added to or removed from the List, click Exit

button to save changes.

[ vome | ciensin | gasourcsre | shabarare | vecoreoo | spons | bl | toset_|

Client names in 'The Cotton Club®

Client names in "The Cotton Club®
Id# Client Name 55N#
No matching Need Clients Found in this List.
showing 0-0 of 0

Last 1D skanned: NONE

Client Name:
Type or Skan Client Id to add: =or- Look up
[ Add MNew Client to List ] [ Exit ]
(&7 52iiiv et ing - {l==e) Sy B s Lopkup M iEgsatidnters(= | =/E)

Please fill in one or more of these fields

First Name L ]
Last Name L ]
Client ID 1

s+ -0-1

Figure 76: SkanPoint Page for Adding Clients to a List
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CREATING CLIENT ID CARDS

Client ID Cards provide Users a quick and easy way to access Client records by allowing Users
to either scan the bar code on the Cards or by entering the ID number that is displayed on the
Card.

Adobe® Acrobat® Reader is required to create and issue ID cards. A free

@ copy is available for down at

http://www.adobe.com/products/acrobat/readstep2.html. Avery™
Permanent Durable ID Labels (10 per sheet) are recommended for the cards.

Client ID cards can be created with or without a photo. If a photo is to be included, that photo
must be listed as a File Attachment on the Client's Profile screen. The file must be in JPEG
(.jpg) format, and it must have both the words "Client" and "Photo" in the file description. If

these conditions are met, the photo will be automatically included on the Client's ID Card.

Creating an ID Card for one Client can be performed on the Client's Profile screen in
ClientPoint.  Simply choose the Card Orientation and click the Issue ID Card button.
ServicePoint takes care of the rest. Once created, it is recommended that the User review the

Card for accuracy and then print it using the print option within Adobe Acrobat Reader.

The SkanPoint Module can also be used to create ID Cards for all Clients a User can access or

for a group of Clients who are part of a Client List. (Figure 77)

Generate Bulk ID Card

Generate ID Cards for all 55 active client(s) you can see.

| Generate Bulk 1D Cards ]

Generate 1D Cards for clients in Client List

Generate ID Cards from Client List |

Figure 77: Generate Bulk ID Card Section

All Clients with an associated picture file meeting the requirements stated above will have their

photo included on their ID cards automatically.
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IN SUMMARY ...

= SkanPoint gives Users the ability to access Client records using the Client ID number.

= Client ID Cards can be scanned to access a Client record, bypassing the search function on
the Client Search screen.

= (Client Lists are used to provide the capability to record Services for a group of Clients.

= SkanPoint must be turned on both at the system level and for each user designated to use this
feature.
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CHALLENGE STEP ...

1) Use SkanPoint to provide a Service to at least three Clients
a) Create a List for these Clients

2) Manage that List: add two additional Clients into that List

3) Use that List to provide a different Service for those Clients

4) Create a New List for Future Use

5) Print ID Cards for most of the Clients in your list, but not all.
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e

CHAPTER 7: REPORTS A

CHAPTER OBJECTIVES

= Describe the three major report categories.
= Discuss the function User Access Levels play in accessing ServicePoint reports.
= List the purpose of each Audit and Provider Report.

= Describe how customized ServicePoint reports can be created.
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INTRODUCTION

The Reports module is where Users go to create standard and customized reports of Client and

User activities in ServicePoint.

The Reports screen is role-sensitive. This means that options are either visible or not visible
depending on the User's Access Level. For example, the screen below is what would be viewed
by a System Administrator. An Agency Administrator does not have access to all three of the
Audit Reports, but does have access to all other Reports on this screen. A Case Manager does
not have access to any of the Audit Reports. A User with the Agency Staff Access Level does

not have access to any reports and so does not even see the Reports Tab in the Navigation Bar.

FReports

Reports
AUDIT REPORTS

Client/Service Information - Audit the client and service information.

User Infermation - Audit the user information.

Client/Service Access Informaticn = Audit the access to dient/service information.

PROVIDER REPORTS

Client Served - Get an unduplicated count and breakdown of clients your provider has served within a certain time peried.

Daily Bed Repart - This report allows you to generate a daily bed list report of which clients stayed in what bed on a specific
night.

HUD-40118 APR (New 2004 version) - This report generates the HUD AFR for the provider and date range you have selected.
The data for this report comes from HUD-40118 Entry/Exits and HUD-40118 Assessments.

HUD-40118 APR (Qld wersign] - Previous version of the HUD-40118 report. Depending on your provider's operating year you
may need to use this version one last time before using the new one.

Qutstanding Referrals - Find outstanding (unresclved) referrals that have either been made by your provider or sent to your
provider.

Service Transaction - & histing of clients with identified needs, referrals made and services delivered.

MNeeds Report - A listing of clients along with identified needs.

CUSTOM REPORTS

riter - Build and save your own reperts. Select the tables, fields, filters, and options to query the ServicePoint
database with. Save queries for future ServicePaint use, or download reports you create for use in other software packages.

Figure 78: Reports Module Main Page
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AUDIT REPORTS

Audit reports permit Administrators to examine and verify system usage activities within
ServicePoint. Users can select a specific Provider alone or with all of its Child Providers for
which to run these reports. The available Providers in this dropdown menu are determined by

the User's Access Level.

CLIENT/SERVICE INFORMATION

This report displays which Users have either viewed, edited, added, or deleted information to any
aspect of any Client record and when the action was performed. This report satisfies one of
HIPAA's requirements. Prior to ServicePoint version 3.07, only System Administrators have the
ability to run this report. In version 3.07, Agency Administrators will be allowed to run this

report.

MReports

Audit Report
Report Options:
Provider AHC - Soup Kitchen (£65) 5]
® This provider AND its children. O This provider ONLY.
User lookup
| | @
Client lookup
| | @
lsudit Date Range [o/30/2004 |to[o/30/2004 | (mmydd/yyyy)
laction -Al- B
Build Report

Figure 79: Client Service Information Report Options Screen

Users can narrow the report by choosing a specific Provider, User, Client and date range to audit
(Figure 79). Leaving the User and Client fields blank would run the report for all Users and all
Clients. The audit date range is optional. Leaving it blank will run the report for the entire

existence of the site. The Action that was performed can be narrowed using the Action field to
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show only those actions involving adding, deleting, editing or viewing of records. The Build

Report button initiates the generation of the report.

The View Detail icon (&) allow Users to analyze the details of the chosen line item. (Figure 80)

Figure 80: Client/Services Information
Report and Detail

Audit Report
Client/Service Information (refine youwr results or build 2 new rt below
Date Client Action Info Type By User By Provider
@, 08/30/2004 Herrick D. Wilson Add Referrals/Services Provided Karen Sateman AHC - Soup Kitchen
(2:05 AM]  (323-45-5555) (ID&40) (1D=18) (ID=85)
% 09/30/2004 Herrick D. Wilson Add Needs Karen Bateman AHC - Soup Kitchen
(8:05 AM)  (323-45-5555) (ID243) (1ID#18) (ID#65)
09/30/2004 Robert Minor Add Referrals/Services Pravided Karen Baternan AHC - Soup Kitchen
(8:05 AM)  (087-77-7537) (ID#39) (1ID#18) (ID#65)
&, 09/30/2004 Robert Minor Add Nesds ¥aran RAataman  AHC - Snon Kitchan
(8:05 AM)  (087-77-7537) (ID#42)
% 09/30/2004 Joseph McArthur Add Referrals/Services Provided
: 55~ - e o . .
s o Audit Trail: Referrals/Services Provided
(2:05 AM)  (077-35-6661) il (ID241)
09/30/2004 Jon 5. McArthur Add Referrals/Services Provided Audit Tracking Infomation
(8:05 AM) {524-61-9460) (ID237)
09/30/2004 Jon S. McArthur Neads - f
N e - S
@, 09/30/2004 Roberta Marshall add Referrals/Services Provided Acti VD#DD o
(8:05 AM)  (211-47-8958) (10#36) = t“"dg L o
03/30/2004 Roberta Marshall a4 Neds e W '
(8105 AM)  (211-47-8958) (1D233) User: Karen Bateman )
@ 09/30/2008  Jose Marshall adg  Referrals/Services Provided Agency: AHC = Soup Kitchaniibevel st
(8:05 AM)  (087-33-5468) (ID#35)
@ 09/30/2004 Jose Marshall Add Needs Table Information
(8:05 AM)  (087-33-5469) (ID&38)
00/30/2004 Joan T. Jones Add Referrals/Services Provided ActFollowupDate:
(8:05 AM)  (213-21-2132) (ID#34) ClientID: 55
&, 09/30/2004 Jloan T. Jones Add Needs Costl: 2.5
(2:05 AM)  (213-21-2132) (ID#37) Cost2:
X 0‘9{30{2004 Robert W. Hadden Add Referrals/Services Provided DateAdded: Sep 30 2004 03:054M
53912453.223:4 ‘leb‘::if‘:sjd r(q“’:“]' DateUpdated: Sep 30 2004 08:05AM
Le] . Radden {-1-1r i 1 .
B (5105 AM)  (114.45-5666) Add (1pe36) l'::“:::&'}hadw
09/30/2004 Roberto A. Antonelli 44 Referrals/Services Frovided FundSo Ifﬂ:el' "
(8:05 AM) (067-25-7148) (ID=32) Funds 2'
@ 09/30/2004 Roberto A. Antenelli 4y  Needs S MIreec:
(8:05 AM)  (067-25-7148) {10235) GrouplD:
Inactive: Mo
ProjFollowupDate:

ProvideEndDate: Sep 29 2004 12:00PM
ProvideProvider: AHC - Soup Kitchen
ProvideStartDate: Sep 25 2004 11:004M
ProviderSpecificService: Meals - Lunch
ProviderCreating: AHC - Soup Kitchen
ProviderUpdating: 2AHC - Soup Kitchen
ReferDate:

ReferReasonUnmet:
ReferToProvider:

ServiceNotes:

ServiceProvided: Yes

ShehlterBedID:

ShehlterBedlistID:
ShelterBehaviorNotes:
ShelterConfirmed:

ShelterItem:

ShelterLockarMo:
ShehterOverflowName:
ShelterReserveDate:
SheltersuppliesGiven:
ShehlterSuppliesReturned:
SubgrouplD:

ServicelD: 40

UserCreating: Karen Bateman
UserUpdating: Karen Bateman
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USER INFORMATION

The User Information Audit report shows which Users have been added, deleted or edited.

Again, the User can enter a Provider or a date range to narrow the results that will be displayed.

(Figure 81)

Audit Report: : User Information

users Information (refine vour resuits or build & new report below)
Date User Access level Action By User By Provider
05/29/2004 Karen Batsman - BIS Support Bowman Internet Systems
(11:13 M)  (ID#18) CaseManagerll  Edt  pag) {ID=0)
03/26/2004 Barbie Sharpen - Lisa Flournoy Louigiana Statewide HMIS
{12:43 PM)  (ID224) e =l {Io21) (iDz1)
03/26/2004 Barbie Sharpen - Lisa Flournay Louigiana Statewide HMIS
(12:43FM)  (ID222) chze MenzgerillEck (ID1) {ID=1)
showing 1-3 of 3

Report Options:
Provider American Help Center In-Take Center (£49)

() This provider AND its children. O This provider ONLY.
laudit Date Range [03/26/2004 | to [09/20/2004 | tmmy/ddiviy)
laction -Select- |1

Figure 81: User Information Audit Report Options with Results

This Audit Report is available to both Agency and System Administrators.

CLIENT/SERVICE ACCESS Audit Access Report: Client/Service Information
INFORMATION Client/Service Access Information (refine vour results ar build a new report below)
Date Accessed  Client Accessed Info Type By User By Provider
05/ 30/2004 Herrick 0. Wilson Referrals/Services Provided Lisa Flournoy  Louisiana Statewide HMIS
(8:25 AM) {323-45-5555) (09/30/2004 8:05 AM) (ID:#1) (ID:#1)
. . showing 1-1 of 1
This report audits the access
. . . . Report Options:
to Client Service information | [previder accessing Loisiana Statewide HMIS (21) ]
(3)This provider AND its children. O This provider ONLY,
(the first audit report). This | [* =" = |
report is only accessible to _ —
Client Accessed lpokup
.. Merrick D. Wilscon
System Administrators. |
(Figure 82) lhudit Date Range to (mm/ddfyyyy)

Figure 82: Client/Service Access Report Options Screen with Results
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PROVIDER REPORTS

There are seven "canned" Provider Reports within ServicePoint. They are the most widely used
reports by ServicePoint Users. The Provider's for which this report can be run is dependent upon

the User’s Access Level.

CLIENT SERVED

The Client Served report provides an unduplicated account and breakdown of Clients a Provider
has served within a certain period. The report can be run on a system-wide basis or it can be

narrowed to a specific Provider alone, or with its Child Providers. (Figure 83)

Client Served Report
Report Options:

Frovider Group - Galact -

provider - System Wide - (woid, if provider group is selected ) |5

(&) This pravider ARD its children. ) This provider ONLY.
gtz Services Provided (other than shelter or referred senvices)
[ shalter Stays

[] mefesraiz Servad by the Sslacted Providar(s)

[Garvice Code lackup

erved Dote Rance — I — e
[Eerved Befors Date Range P 1
LD’ cfiant count) [ e[ (mmyddyyy]
L=gal Adult Age

Eaild Report

Figure 83 : Client Served Report Options Page

This report includes the ability to include those SERVICES the chosen Provider (and its children)
have provided, SERVICES provided that were non-shelter stays and REFERRALS that were
converted to a SERVICE. Users can narrow results by a particular Service Code or can leave the
Service Code area blank and run the report for all Service Codes. Specifying the Service Date
Range is the same as in previously described reports. The Served Before Date Range is used as a
comparison date range, e.g. to compare the Services Provided this quarter with last quarter. The
Legal Adult Age field is used to differentiate Children from Adults. This field is left for the User

to define since some communities may differ in what age constitutes being an adult.
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Figure 84: Upper Part of Clients Served Report

The New column refers to the served date range and the Old column refers to the served before

date range. Users can compare what was done from week to week, month to month, and quarter

to quarter simply based on the Served and Served Before date ranges. (Figure 84)

Notice that the values listed are shown as hyperlinks. Users can see Clients comprise these

statistics by clicking on the desired link. (Figure 85 below)
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clients: new

age: adult
SVPPROFGENDER: 427
Back To Report
hwimD2051985h620w425
jmam11141883;500m263
ratm06241982r163a535
rhdm05301983r163h350
rmAmM07051982r163m5S60

Herrick Wilson (=551
Jon McArthur (£45)
Roberto Antonelli (£21)
Hi n (=
Robert Minor (233)

Figure 85 : Breakdown Screen of Clients Served Report

The breakdown of the number displays the Client name, Client ID number and the Client’s

dynamic ID (referenced on Page 38). If a Client has two different static ID numbers but only

one dynamic ID number, then a Client has been duplicated in the system. If two people have

same name but different static ID numbers and dynamic ID numbers, then there are two different

people with the same name.

DAILY BED REPORT

The Daily Bed report allows the User to generate a daily bedlist report of which Clients stayed in

which bed on a specific night. The default is to run a daily report. However, the date range can

be modified to run the report for a longer period. (Figure 86)

Daily Bed Report

Wote: This is a daily report. When longer date ranges are used, Prev and Next links will be displayed below to allow you to
Ipage through each day’s results.

Report Options:
IProvider

Date Range
IChackin/Checkout Filter

{Sort By

Louisiana Statewide HMIS (=1)

09/27/2004 | to [0s/30/2004 | (mm/dd/vyyy)

All

Client

i

Bed

Checkin Date
Clis

Floor

Gender
Group ID
Room

Build Report

Figure 86: Daily Bed Report Options Screen
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This report can only be run for one Provider at a time. The type of information to be pulled can

be filtered based on Beds in Use, New Check-Ins or Checkouts. Sort preference can also be

defined with the SORT BY dropdown list.

If the report is being created for just one day, the top portion of the report shown below (Figure
87) will not be visible. The purpose of that section is to provide a summary of total Clients
served over a period of more than one day. The Next hyperlink accesses the next day within the
range specified in the Report Option screen and Last Day accesses the last day within the range
specified.

First Day Prev Next Last Day

09/27/2004 - 09/30/2004 Bed Stays Over Entire Period

Date Total Male Female Transgender Unknown NULL
09/27/2004 3 0 3 0 0 0
09/28/2004 -] 1 5 0 0 0
09/29/2004 3 i 2 1] 0 0
09/30/2004 3 i 2 0 0 0
TOTALS 15 3 12 0 0 0
Unique Clients 8 1 7 0 0 0

09/27 /2004 Safe Haven

Client Group Checked Checked out as of
Floor Room  Bed Name D Gender DOB . Ssg in . 05/27/2004
3rd Room 3-Bed 3- Collier, L
Floar 1 1-8 Diane Female 02/11/1992 369-25-8147 09/26/2004 No
2nd Room 2-Bed 2- Jones, Vera e
EREs > Y = Female 08/14/1570345-67-8901|09/26/2004 No
3rd Room 3- Bed 3- : :
Flac 1 1A Smith, Rita Female 01/24/1589031-77-5371|09/26/2004 No
09/27/2004 Safe Haven
Total Male Female Transgender Unknown Null
Beds in use 3 0 3 0 | 0 0
New Checkins 0 0 0 0 0 0
Checkouts 0 0 0 0 0 0
09/27 /2004 All Bedlists
Total Male Female Transgender Unknown Null
Beds in use 3 0 3 0 0 0
New Checkins 0 0 0 0 0 0
Checkouts 0 0 0 0 0 0

Figure 87: Daily Bed Report Options with Results

© Copyright 2004 Bowman Systems LLC Page 116




SERVICEPOINT SYSTEM ADMINISTRATOR
HUD-40118 APR

The HUD Report is usually run for one provider at a time, though with ServicePoint 3.05+
System Administrators can run this report for Provider Groups. The presence of a HUD Entry is
the minimum requirement for this report. The information that is pulled into this report is
primarily based on the snapshots taken upon Entry into and Exit from a "program." For a
detailed analysis of this report, please reference the HUD Tech Note, available through the Self

Service Portal.

The HUD Report is not intended to be printed out, placed in an envelope, and sent to HUD.
Although the majority of questions are answered in ServicePoint's HUD report, some questions

on the HUD-40118 APR require evaluative answers not captured in ServicePoint.

OUTSTANDING REFERRALS

The outstanding Referrals report allows Users to find outstanding or unresolved REFERRALS that
have either been issued to his/her Provider or sent to his/her Provider by another Provider.

(Figure 88)

Outstanding Referral Report
Outstanding Referrals (refine vour results or build 3 new repart below)
Name ﬁ;\n“p E’itrral Need Type  Referred By Referred To
i;d—%_?mh’iﬂ*'—*i 15 D8/25(2004 ﬂﬁ?&ﬁ Ame gr-aat: I:;]Ip Center In-Take gllx:reih{ih:;]and
Bradson, Krnshe 15 De/26/2004 Homeless Amearncan Help Center In-Take Fa ml!v Shealter and
(=231 Sheltar Cantar [#49) Services (#43)

showing 1-2 of 2

Report Options:
Provider -ALL Listed Prowiders-
Referral Type Cases referred to my provider
Referral Date Range [05728/2004 | te 09/ 30/2004 | fmmddfiviy)
Sort By Referral Date Cecanding

Figure 88 : Outstanding Referrals Report Options
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SERVICE TRANSACTION

The Service Transaction report is a listing of Clients with identified NEEDS, REFERRALS made,
and SERVICES delivered. This report can be run to report on a system-wide basis or for a
particular Provider and its children. A User can include filters based on NEEDS that were
entered, Services provided, Shelter stays, NEEDS referred to, and REFERRALS issued by the
chosen Provider. As with the other reports, Users can narrow the results reported by a particular
Service Code, the date ranges filters for the date the NEED was identified and the date the

SERVICES were actually provided. (Figure 89)

|Bervica Transaction Beport
: o i SR
m“# Client Meed Type Created Dy T“n“ arrad LSeryice Service Provider
Amgneth, Rgberio & AHC - Soup Kikchen
SRS 202004 TFIN] [®ES) Maaly (®&5)
L AHIC - Soup Kitch Fouo Kache
na/zs/z004 wﬂﬂ %Lmﬂl el it "
AHT » Soup Eibchen Sounp
oovaorooa kel scbects  Coreams A o el S
Congregete  AHEC - Soup Kitchen ARG - Soup Kiche
09/29/2004 Minar, Bcken (23] RETE PP Masls {#55) !
AHEC = rbehen wachan
09729/ 2004 £ - e B g s T ees)
Wilggn, Herngk @ Congregade AHC - Soup Kitch regate AT Witcher
o9r28/2004 L8 faos: R i e Maals {#85) i
Haddes, Roberl W Cocaregate  AHC = Soup Kitchen Congragate Soun Kichan
05/ 25/ 2004 =78 Hegls [=&5) Meals (=55}
li AHT » Soup Kibchen Congregabs AHC - Soup Edchen
09/29/2004 Macshall, Joce (#17) fRSImaME  JHC . Soup Meais [#65)
Largregete AHC - Soup Kitchen Congregate AHC - Soun Kitchen
092972004 Jones. Joan T (=330 5o (=65 Moals (#55)
showing 1-9 al 8
Report Opticns:
Ereeider - Byt Wide - k=
(=) This provider AND 29 children, (0 This provider ONLY.
|servces [%] meeds Entered by my provides

[ Servces Provided by my pravidar (Men-shalter save)
|:' Shelter Stays provided by mrry provider

D Meeds Referred to my provsder

[ Referrais Made by my provider

[Service Code rmgu

| ] @
Pined Date Range o928/ 2004 | 8o [08r 25/ 2004 | fmmyiddmed
[rervess Browided Date Range B2 h 2005 | te (082 B 2004 | (mmiddfr)
peed Outcome =BLL= -
[::hindmn
Film Narsn |e8 rezetranesction | .zip
Password

Figure 89: Service Transaction Report Options with Results
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NEEDS REPORT

The Needs Report displays the NEEDS that have been identified by a particular Provider (and its
Child Providers, if chosen). It breaks down the NEEDS into those identified for children and
adults. Even though it is possible to determine which Clients constitute the total numbers of

Clients with identified Needs, it is not possible to determine which Needs belong to each Client.

MNeeds Report

Report Options:
Frovider - System Wide - |

2} This provider AND its children. i This provider OMLY.

@® @]
Service Code loakup

]
Served Date Range [0s/26/2004 | ta [08/30/2004 | (mmytddfyyyy)
Legal Adult Age
Build Report
Total Clients Total Adults Total Children
20 14 5

NEEDS
Need Type Total #Pending #Fully Met #Partially Met #Unmet #Mull
Congregate Meals (BD-500.150) 20 1] 20 0 o 0
Emergency Shelter (BH-180) 10 1] 5 ] i} 5
Homeless Shelter (BH-180.850) 2 2 0 ] 1] 1]
Independent Living Skills Instruction (LR-320) 1 (1] (1} 0 Q 1
Total 33 2 25 1] o &

Figure 90: Needs Report Options with Results

CUSTOM REPORTS

ServicePoint's ReportWriter is essentially a "data gripper." If the information has been entered
into ServicePoint, the general rule of thumb is that it can be extracted using ReportWriter. Users
can select one or more of ServicePoint's tables and any or all fields associated with those tables
to produce a custom report. Filters can be applied to narrow the results of the report. Finally, the
queries Users create with ReportWriter can be saved for future use. For a detailed example of

how to use ReportWriter, please see the Help File.

The important thing to know about ReportWriter is that the information a User can
. !'*_-., pull into a Custom Report is entirely dependent upon that User's access level and
his/her default Provider All ReportWriter reports can be downloaded into Excel.
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IN SUMMARY ...

= Reports are security-sensitive and depend on the access level of the User.
= Reports are grouped into three major areas: Audit, Provider and Custom.

= End Users cannot access Audit Reports; Agency Administrators have limited access to Audit
Reports; and System Administrators have access to all three Audit reports.

= Provider reports are accessible by all Users who have access to the Report Module.

= Provider reports supply Provider-specific and/or system-wide information related to
identified NEEDS, SERVICES and REFERRALS.

= Custom reports pull information directly from ServicePoint tables to provide customized
reporting capabilities.

= ReportWriter reports can be downloaded using .csv format.
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CHALLENGE STEPS ...

1) Create a New Client
2) Create a New Household
3) Add at least 2 Household members
4) Enter a ROI for the entire Household
5) Give Household a HUD 40118 Entry
6) Answer 4 HUD Assessment questions (on the Entry screen)
7) Add a Goal for the entire Household
8) Add a Followup
9) Add a Need
10) Add a Service
11) Add an Exit for the entire Household
12) Add/Change 4 HUD Assessment questions (on the Exit screen)
13) Run the Client Served Report [give a date range]
14) Create a Custom Report (ReportWriter)
a) Two Tables, One Assessment, One Subassessment

1) Two fields from each
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CHAPTER 8: SYSTEM SETUP AND
CONFIGURATION

CHAPTER OBJECTIVES

= Explain the purpose of the Admin Module and its associated hyperlinks.
= Discuss who can add, edit and delete System and Agency NewFlash messages.
= Recognize the proper usage of Shadow Mode and authorized users.

= Discuss configuration tasks that should be performed prior to adding Providers.

= List features and options that can be configured on a system wide basis within ServicePoint.

= [dentify steps in the allocation of user licenses to Providers.

= Discuss considerations in the design of the Provider structure.

= Create and configure Parent and Child Providers.

= Describe the elements involved in securing Client data.

= List the Golden Rules of Data Security.

= Recognize default Provider restrictions within a Provider Profile.

= View and configure Provider exceptions related to Provider security.
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ADMINISTRATIVE TASKS

Now that you have viewed ServicePoint from a non-administrative role, we are ready to look at

activities and tasks associated with system configuration and management.

SYSTEM DOCUMENTATION

Good documentation is the keystone of a successful ServicePoint implementation. From
establishing policies and procedures to determining the Provider structure, a successful System
Administrator will carefully plan and document his/her ServicePoint system configuration. To
assist with setup planning, there are several worksheets listed in the Appendix Section of this

document.

% If you wish to modify the worksheets, your Instructor will be able to assist you
in obtaining a Word formatted file for editing.

Prior to configuring your ServicePoint system, it is highly recommended that the System
Administrator clearly recognize what data is to be collected and understand specifically how that

data is already collected within your community.

ADMIN MODULE

The Admin Page is only accessible to Users designated to serve in an administrative role within
ServicePoint. System Administrators have access to all administrative functions within the

ServicePoint application. Agency Administrators have access to the Users, Admin Provider and

Agency News Administration administrative functions. (Figure 91 below)
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System Administration

Assessment Admin - Create new assessments, or tailor existing assessments to your community's needs by adding, editing, or
removing questions of your choice.

Frovider Groups - Create new Provider Group or edit the existing group by adding and deleting providers to the group.

Picklist Data - Almost all of the Picklists used throughout ServicePoint can be customized for your community. Modify, delete,
or add new items to picklists as your community's needs change.

Users - Manage user access to ServicePoint. Setup new users, remove old users, or edit a user if a password is forgotten, or
the user is going on vacation.

Admin Providers - Add, edit, and classify Providers in your I&R database. Setup Taxonomy and Referral Quicklists. Specify
areas served by each provider. Establish default security restictions and exception lists. Build bedlists for use in ShelterPoint.

Licenses - Give providers access to ServicePoint, manage current licenses, or purchase additional licenses.

Shadow Mode - Use Shadow Mode to troubleshoot a problem that a particular user is having. While in Shadow Mode you will
have the same permissions, defaults, and settings as the chosen user.

System Preferences - The systermn preferences allow you to setup default values used within ServicePoint. These include
values such as the Poverty Base and Poverty Multiplier.

System News Administration - Post and edit news iterns that are of concern to your entire community.

Agency News Administration - Post and edit news items that are for your provider only - only your provider will see these
items.

Figure 91: Admin Main Screen

System and Agency News Administration

The System and Agency NewsFlash sections on the Home Page are two tools for providing a
quick and easy way to keep Users informed of particular events and activities within their
community. The edit screens for these information sections can be accessed either through the

Admin module (System/Agency News Administration) or through the Home Page itself (Update
News ©). (Figure 92 below)

The NewsFlash - System @ section is used to display messages and hyperlinks (Full Story) to

other websites that are accessible to all Users within the community. This section can be

updated only by a System Administrator II.

The NewsFlash - Agency @ section displays information for a specific Provider and is visible
only to Users who either have that Provider as his/her default Provider or have been given
explicit permission to enter data for that Provider. This section can be changed or updated by

System and Agency Administrators.
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ServicPoint

Connecting your community.

PHome

Bowman Systems Sep 18, 2004

Louisiana Statewide HMIS / Shreveport

Navigate

ClientPoint - Add, adit or view client profile, client assessments, or add, edit, or
view service transactions

Rggggrgg?gin; - Find community resgurces

Shelterpoint - Check housing availability in your community.

Reports - View standard reports, or generate custom reports.

Mewsflash - View or post newsflashes for your agency

Help - Visit the help area for assistance in using the system.

Administration - Maintain ServicePoint™ (administrator access only)

Followup List
Type Date Time Remaining

Figure 92 Home Page with Update Option

Clicking on either the Update News or the New Administration links will allow Administrators

to add, edit, delete and or change the sequence of messages in the NewsFlash sections. (Figure

93)

Home | Clintpoint | resourcspoint | shetierpaint | Skanveint | Reporis | »iome [ elp | togor |

NewsFlash - System

Protect Our Clients® Privacy -
Please be sure to logoff each time you
leave your computer. This assures a
high level of protection of client
information. Thank you.

About Bowman Systems - To find
out more about Bowman Systems,
please access the link below to
suspend ServiceFoint and view their
web page. Full Story

update news

ewsFlash - Agency

wh time.

update news

Syst News Administration

¥

a high level of protection of client infermation. Thank you.

suspend ServicePoint and view their web page. Full Story

0 [ .| Protect Our Clients' Privacy - Please be sure to logoff each time you leave your computer. This assures

& o 2 7 About Bowman Systems - To find out more about Bowman Systems, please access the link below to

| Update Order || Add News || Cancel |

Figure 93: System NewsFlash Page

® To add a new message, select the Add News button.
e To edit a message, select the edit icon (& ).

® To delete a message, select the delete icon ( i ).

e To change the order of appears, use the dropdown field to renumber the messages and then

select the Update Order button.
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Using Shadow Mode

There will be instances when the System Administrator will need access to a User’s account for
troubleshooting purposes. Shadow Mode is a mechanism that allows System Administrators to
assume the view of a chosen User. It is as if the Administrator had logged in as the chosen User,
and all of the chosen User's access rights and privileges will be in effect. This is a
troubleshooting tool only. It should be used only to investigate reported problems with

ServicePoint.

Shadow Mode should not be used to enter Client data. If used for data entry
= purposes, inaccuracies may occur related to security settings and reporting.

To use Shadow Mode the User must first select the default Provider of the User to be shadowed.
Then the screen will refresh to display all of the selected Provider's Users. Finally, clicking on
the name of the User to be "shadowed" will initiate Shadow Mode. The System Administrator

will simulate the User’s environment and will see only those options that are accessible to that

User. (Figures 94, 95, and 96)

radmin

Shadow Mode

Provider -Selacst- i

Agency - Family Assistance (£3)
Agency - Housing Assistance (#4)
Agency - Public Assistance (£5)
AHC - Domestic Violence Center (£52) db build #0487)

AHC - Food Bank (£53) ystems

AHC - Soup Kitchen (£65) . All Rights Reserved.
American Help Center In-Take Center (£49)
Battered Women's Shelter (251) tion. All Rights Resarved.

Bowman Internet Systems (#0) ciation. All Rights Re ed.

JISER®Y Foct Shreveport Branch (£54) World Health Organizatic | Rights Reserved.
AEECLEY S raater New Orleans Food Bank (#38) .0s Angeles County, Inc. All Rights Reserved.
Henry M. Shreve Crisis Center (£48)
Louisiana Statewide HMIS (£1)

Program - Assisted Living (£19)

Program - Homeless Shelter (£14)

Teen Pregnancy Counseling Services (#50)
Weast Shravaport Branch (255)

Women's Shelter and Services (£41)

Figure 94: Shadow Mode Main screen
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_Wome | Cientvoint | mesourcsboirt | Shelterpoire | Reports | s:smr | e | osot

Shadow Mode

lUsers for American Help Center In-Take Center ( Level 3 )

User ID Name Access Level Active?
27 Don Wellingson Agency Staff Yes

18 Sally Felton Agency Administrator Yes

[ change Provider || cancel |

Figure 95: User Selection screen

The System Administrator will know that he/she is in Shadow Mode because an additional line

listing the User being "shadowed" is displayed in the header area of the Home Page @.

Bowman Systems Sep 18, 2004

. . 9
SerV|C€M American Help Center In-Take Center / Shreveport

Connecting your community. Click here to enter data as another provider.
Currently Shadowing: Don Wellingson

MHome

MNavigate NewsFlash - System

ClientPoint - Add, edit or view client profile, client assessments, or add, edit, or

- ; Protect Our Clients’ Privacy -
view service transactions

Please be sure to logoff each time you
leave your computer. This assures a

ResourcePoint - Find community resources high level of protection of client
information. Thank you.

Shelterpoint - Check housing availability in your community. About Bowman Systems - To find
out more about Bowman Systems,

MNewsflash - View or post newsflashes for your agency please access the link below to

suspend ServicePoint and view their
web page. Full Story

Help - Visit the help area for assistance in using the system.

Followup List MNewsFlash - Agency
Type Date Time Remaining

There is no news at this time.

ServicePoint version 3.05.002 (db build £0487)
Licensed to: Bowman Systems
© 1999-2004 Bowman Systems L.L.C. All Rights Reserved.

Figure 96: Home Page of Shadowed User

To discontinue shadowing a User, click on the name displayed in the Currently Shadowing
line@. The System Administrator will be returned to the User Selection Page with his/her

Administrative status restored. If desired, another User can be selected from the same Provider.

To select another User from a different Provider, use the Change Provider button (Figure 95
above) to activate the Provider list for selection. The Cancel button will return to the Shadow

Mode main screen.
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Refining PickLists

One of the major roles of the System Administrator is to "populate" or fill in the dropdown
menus (Picklists) used in ServicePoint. Many Picklists can be populated during initial site setup;
others may require input from Agency Administrators and End Users. Since these are system-
wide objects and all Users will see the same choices in a given Picklist, careful consideration
should be given to the items listed in Picklists. What may seem superfluous to one User may be

vital for another User.

Picklists provide quick and consistent data entry, enabling greater reliability in the retrieval and
management of data. All of ServicePoint's Picklists can be found listed in the Picklist

Administration screen that is accessed from the Administration module via Picklist Data. (Figure

97)

I R e e B T T o

Picklist Admin
Mame Category Status  Sort Model
1t Yes. Tvoe of School Active Alphabetical
—Tves of Assstancs Apckad for? Active Alphabetical
Addiction Type Active Alphabetical
Affact Active Custom
Agency Tvpes Active Alphabetical
area AZEIVE Alphabetical
(Aszessment Tvpes Active Custom
Attendance Active Alphabetical
[Axig [V Pevchogcol Problams Active Alphabetical
Bar Code Active Alphabetical
Eoiflegs Type Active Alphabetical
Sasegocy of Emolovment Active Alphabetical
| ity Active Alphabetical
Client [nfracticn Active Alphabatical
| Cguntry Active  Alphabetical
| County/Parish Active Alphatetical
Dizability Active Alphabetical
Dosage Ative  Alphabetical
Drya/Aleohs| Fraguency Active Alphabetical
; General b '] Active Alphabetical
[Exducation Level active  Alphabatical
Emploemeant Elgibility Active Alphabetical
Emciovment Level Active Alphabetical
ngligh Sill Active Custom
Entry/Bol; Destnaton Active Alphabetical
k| s T in Active Alphabetical
Exhnacsy Active Alphabetical
Expenss Tyvos Active Alphabetical
Family Status Active Alphabetical
Foligvwup Outoare Active Alphabetical
Eund Seurce Active  Alphabetical
| Gamiblng Fregquency Active Alphabetical
General Fresentation Active Alphabetical
Goal Goal Classification: Goals Active Alphabetical
Geal Clogsfication: Goals Active Alphabetical
Goal Quigome Active Alphabatical
(Grade Lavel Active Custom
Guardisnship or Family Situstion Active Alphabetical
s Exfent Active Custom
Active Alphabetical
! Verification Active Alphabetical
Household Relationshins Active Alphabetical
3 = Active Alphabetical
Hensting Cauraaling Haar Aheat Active Alshabatical

Figure 97: Picklist Admin Screen
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Picklist items can be added, modified, or deleted. However, deleting an item from a Picklist
simply makes it invisible in ServicePoint. System Administrators can "undelete" deleted items if
necessary. ServicePoint keeps the "deleted" items listed on the Editing picklist screen for
historical purposes, just in case a User selected the item for a Client. This avoids potential
problems when reporting on historical data tied to a Provider or Client record. Deleted items can

easily be restored by clicking the Undelete button. (Figure 98)

Badmin

Editing picklist - Client Infraction

Save Changes ||E||
°_> Sort Model: ® alphabetical O Custom
Rename picklist to: |

@
IEEEEEEEEEI é

Client Infraction
[ | Add New Item
[Ricshel ]

&

Disagreement with rules/parsans

|Di;ra!-ner:(u\ Behavior

[orugs
|Nc n-compliance with program

[Non-payment of rent

[nonviclent Eriminal activity
|‘\efusal to Participate
[Time Limit expired

|'Jlolent Eehavior

1
3

|'-Ic ucher funds exhausted
Editing picklist - Client Infraction

e

Figure 98: Client Infraction Picklist

Some Picklist items within ServicePoint are used specifically for tracking and reporting
purposes. These items cannot be edited or changed, and should not be deleted. In many cases,

ServicePoint will not allow any User to delete items that are required for proper system usage.

Users should NOT delete anything in ServicePoint unless he/she fully understands
the ramifications of such actions. If something is deleted that cannot be restored
through the ServicePoint application,, there will be a fee for restoring the deleted
item.

Ll

The only related Picklists in ServicePoint are the Goals and Goal Classification - Goals Picklists.
ServicePoint comes with a number of Goal Classifications and Goals already populated,
however, if additional choices are needed, the Goal Classification Picklist must be populated

before the Goal Picklist.
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The System Administrator must associate each Goal with a particular Goal Classification, e.g.

the Goal of "Getting a GED" is associated with the Goal Classification "Education." (Figure 99)

Figure 99: Goal Picklist

Editing picklist - Goal
T |
Sort Model: @ alphabetical O Cystom
Rename picklist to: [ |
Goal Goal Classification: Goals
| | -seea &
|BC Days Sobnety ] Substance Abuse Treatment [0
[Attend A4 ] Substance Abuse Treatment [
|Eliminate Arxiety | Mental Health Treatrment (L4
[Gain Ability to Budget ] Financial Stability ]
|Gain Access to Regular Health Care | Health Improvement ]
|Get A Job | Employment _,_]
|Gcr A Promaotion ] Employment e
|G=t A Rase ] Employment v
[cet cGED ] Education ]
|zet Medical Checkup | Health Improvement V]
|Sraduate Collage | :rdnu;::‘:‘em
|Graduate Highscheool | Financial Stability
|Jmproue Credit Rating ] Housing B Dalate
[improve Family Relationships ] mﬁ;;e;s;nﬁ_: :fé:ir%liTlns
[improve weges ] gsgsﬁlﬂzizﬁme Traatment Delete
|Learn Housskeeping Skills ] Self Sufficienay W] Delets l
|Leam to accept Authority | Interpersonal Relationships [0
|Meve to Permanent Housing | Housing ] Delete
|Cbtain Suppartive Housing | Hausing v Delete
[Relieve Depression | Mental Health Treatment = Dalate
Editing picklist - Goal |
| = e |

By default, items within a Picklist are listed alphabetically. However, if a specific order is

desired, the User should select the Custom radio button, and click Save Changes to display the

option to re-order each item in the chosen Picklist.

F !"_~, Be sure to click Save Changes once editing has been completed.
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SETTING SYSTEM PREFERENCES

System Preferences allows the System Administrator to establish default settings for his/her
ServicePoint site. These settings include Poverty Base and Poverty Multiplier values (for use
with the Eligibility Module only) and the option to either allow or disallow the ability to edit

Case Notes. As stated earlier, this restriction may be necessary for legal reasons.

Another System Preference that can be established is the system-wide usage of SkanPoint. This
checkbox must be selected in order to make SkanPoint an option in the Special Permissions
section of the User Profile screen. Finally, the choice of whether to use the Release of
Information as a trigger for each Provider's default security settings is listed on this screen. As
noted earlier, unless otherwise informed, Bowman Systems will automatically set this to "Yes".
When set to “Yes”, the system requires a ROI to be entered for a Client before any information

can be shared outside of the Provider. (Figure 100)

System Preferences

Poverty Base (1 person) 0

Poverty Multiplier (per member) 0

Editable Case Notes

Enable Skanpoint Option

Release of Information used in Security Model Yes
| Save || Save & Exit || Cancel |

Figure 100: System Preferences Page

LICENSING

The Licenses hyperlink of the Admin Page provides the ability for System Operators and

Administrators to allocate User licenses to Providers. (Figure 101 below)
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O . R

Licenses A
Total Licenses: 100

Licenses Mot Allocated to any provider: 49

Give a Provider ServicePoint Access
Purchase More Licenses | Return to Admin Menu

Provider Allocated # Unused

Bowman Internet Systems (=0) o 1 o 0

Louisiana Statewide HMIS (£1) 50 36
51

TOTAL: 36

iv Erovider rvicePoint A

P Purchase More Licenses | Return to Admin Men
Total Licenses: 100

Licenses Not Allocated to any provider: 49

A minimum of 1 license(s) must be allocated to a provider.

Figure 101: Licenses Window

This screen displays:

O The total number of ServicePoint licenses loaded in the ServicePoint site.
@® The total licenses not yet allocated to any Level 1 Provider.
® The number of licenses allocated to each Level 1 Provider.

® The number of unused licenses by each Level 1 Provider.

The System Administrator or System Operator can update the number of licenses allocated to

any Level 1 Provider. Updating is performed by changing the number of licenses allocated to a

specific Provider and then clicking the applicable Update button @ for that Provider.

Before Users can be created, licenses must be allocated to a Level 1 Provider. These licenses

can be used by any Child Provider of the Level 1 Provider.
To allocate licenses, the User must:

1. Click Give a Provider ServicePoint Access hyperlink @.

2. Choose the Level 1 Provider

3. Allocate the appropriate number of licenses to the Provider by typing in the number in the #
Allocated column and click Update.
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System Administrators and System Operators may purchase additional licenses through the

ServicePoint application by clicking the Purchase More Licenses hyperlink @. It will prompt

the User to place an order for an entity to purchase additional licenses. ServicePoint will make
the additional licenses immediately available and will issue a notification to Bowman Systems'

billing department to send an invoice.

PLANNING YOUR PROVIDER STRUCTURE

To use a ServicePoint system, area agencies and programs need to be defined and entered into
the system as Providers. Careful deliberation is necessary when determining the optimal
Provider structure for your community. Each implementation of ServicePoint has its unique
needs and considerations, and therefore, may approach this aspect of ServicePoint from many

perspectives.

However, there are two typical Provider structure methodologies: a centralized structure and a
decentralized structure. The centralized structure, also known as the True Hierarchical Provider
Structure, has only one Level 1 Provider with all Agencies, Programs, Sites, etc. as Child
Providers down the "Provider Tree." In such structures, there may be as many as five or more
Provider Levels. In the decentralized structures, each Agency is typically its own Level 1
Provider, and usually has no more than two or three Levels. Each method has its own
advantages. Generally speaking, the centralized structure seems to have more advantages over

the decentralized structure in terms of organizational flow and reporting capabilities.

Decentralized Structures (Figure 102)

® Best for small communities without a Continuum of Care (agencies without parents).
® Less complicated in configuring Provider security for the agency.
® Usually has Client data at all but the first level.

e (larity in assignment of Users (Agency Administrator at Level 1 and Users who perform
data entry at all other levels).

® Assignment of licenses performed at agency level.

e Internal user setup controlled by the agency.
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Centralized Structures (Figure 103)

Agency A
Program A 1
[
Project A 1.1 Project A 1.2

Figure 102: Decentralized Structures

Agency B
Program B 1 Program B 2
—
Project B 1.1 Project B 1.2

Can provide easier aggregate reporting for large or multi-county installations of
ServicePoint.

Assignment of System Administrator I or Agency Administrator can support Providers
down the "tree" without explicitly assigning special permissions settings.

Licenses can be maintained from a single point.

Continuum

of Care

Agency A
A J
Program A 1
I
Project A 1.1 Project A 1.2

Agency B
I
ProgramB 1 ProgramB 2
I
Project B 1.1 Project B 1.2

Figure 103: Centralized Provider Structure
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Understand Where to Store Client Information

A key factor when determining the Provider structure is to know that Client data is collected and
stored at each Provider. That is to say, each Provider is essentially a designated place in the
database where information is stored. In addition to the explicit security settings established for
each Provider's data by either Agency or System Administrators, there are some implicit security
rules that are inherent in the position of the Provider within the Provider structure. Please see the
Golden Rules of Security section later in this chapter for more details. Simply note at this point,

the lower level in the Provider structure that the data is entered, the more secure the data will be.

Documenting Your Planned ServicePoint Environment

Once the decision is made as to the general issues related to how a Provider structure will look, it
is highly recommended that the Administrator document all the Providers and Users that are to
be created in ServicePoint. A diagram is always a good idea. Listed in the Appendix are
worksheets that can assist with this task and help in keeping track of what information will be

included in configuring ServicePoint to meet your needs.
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BUILDING A PROVIDER STRCTURE

VIEWING EXISTING PROVIDERS

Selecting the Admin Provider hyperlink within the Admin page will display a list of the Providers

within your environment (Figure 104). Although its appearance is similar to the selection of ALL

within ResourcePoint, the Admin Provider hyperlink is used to create, configure, and edit

Providers within your ServicePoint community.

[} &Sals Pals S04/5E7-100) Heimerd. Loimians 70011
I s cemesc vslance Cante (XL} 3353383 Dossar Ciy, Lovsisna TILIE
: AT - Featsl Baprl [318) 893.2180  iAnden, Lowsass TEOLL
W awc- Soen sachen I35 Dossiar City, Loumisns 71113
il Amerces belo Center [ Take Center 185832100 Sheevepoe, Loussans 11112
Aamaled Lreven Progigm ENHIIPARME Leedwile. Loucsans T1448
by Dt Women's Shefier (283 321-2333  Shorvepon, Lowsans 71130
| : Bomran |reings §jiesy (Mif) 3-AT80 Thirveptt, Lousians 71101
Secirgl L& Col J&E 2000 Alenpeding, Losssiana T1300
i Protecien Servicel 31&/TTE- 7650 Algspadng, Lonssiana 71309
Counpeleg Program ITT/SHS- 1200 Leervile, Lssans 71455
fl Comesx veclmes Suspodt Carter (3390 853-9878  Baton Asugs, Lousisna T000%
Bl Counasing Cerinr T18/443-2547 Haiches, Loussaans 71486
Ly Shelgs CHIE) 991-1874 Busbor, Laussana 71333
|} Caxi Shcexansd Bcaceh CXLE) 977120 Shrvepor, Lussans 71104
Eamily Saroces of Alscacdng [2im) 29T-5177 alevendng, Lressans 71300
F totsle Shaer wed Seraces S04/371 3810 Fatral, Lsursans TO0EY
| " Grmpter i {-tpges Food Raes S54/651- 1110 Merw Orlanfd, Lousiabns PO114
Pl tEncy M. Shewys Crge Cemier B0 TH0-E200 Bosppr Ciby, Lousasns TOOUS
b e Away From tioew Transionsl Houming 30444513800 Mgtmirie. Louisans 0009
Bl Sheler [307) E95-8040  Laddvile, Losising 148
Hongens 288t peis A3ercy (518) H 20448 ferrday, Lowsans 11334
i tiecoar sanch (504} 934545 mener, Loumans 70045
I ocsisnn s1aerss irg (HEE)4SE-TES  Shemvepert, Lawsans
[l Man's Shefier and Saovces [ ) 5722331 Craimatia, Lowsans T004)
Il etasie Sranch (5041 431:5533  Metmine, Loumsana 70080
[l lien Crigecs Drapch ) BID-1355  New Origens, Losssane 70047
i ' fios L2 Sl 318/390-3534 Shreveport, Loumsans 11110
: Bixled Brangh (8E) B1E-9130  Bhded, Lowssns 70459
B ot s coc (5041 3333322 Hww Oriesne. Lowmana 70123
ahowing 1-30 o 34 (oxlh|
Search Crileria
Ml A B £ R ECG BRIJELHNDQDERQARSINDY X XII M
Sesrch Tarm [ |
Ty - Seect- b Sime ~Geled- hd
Crurty ' Fargh -Sabect- v hrea -Gelect- )
Pl — Daaprostic/Service Code g
Trps -Salect- L
O sarvicarcent seers onty?

Figure 104: Admin Provider Listing

To create a Level 1 Provider, select the Add New Top Level Provider button in the upper right-
hand portion of the screen. Level 2 Providers and below are all Child Providers of another

Provider, therefore the Parent Provider must be created before children Providers can be created.
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Add New Pravider - ( Level )
|__Save Changes | [Ext]
Officinl Update [ J e ]
Name L |
Status Active
Contact Persan | ]
Contact Title [ ]
Straat Address [ ]
(mere) Strest Address [ ]
City -Selects hd
State -Select- [~
zp —
Cioimnty -Select- b=
Area “Gelect- K
Mailing Address [ ]
(rere) Mading Address [ ]
Maling City -Select- ks
Mailing State -Select- [~
Mailing Zip | —
Telephane 1 Description: [ | Mumber: | ]
Telephane 2 Description: | | Mumber: | |
Talaphane 3 Dascription: [ | mumber: [ ]
Talephone 4 Dascription: [ ] Mumber: [ ]
Fax | I
Email Address. 1 |
Website Address [ ]
Provider Type Td -Select- e
Shew On Public Sie O yes & g
Printed Cirectary O ¥es @ o
Description
Landmarks
Handicap Access O yes & Mo
Brochures O yes @ Mo
Hours | |
Zips Served | |
SarvicaPomt [ntanface SeracaPoint: Standard L0
Default City Select- [+ |
Default State -Select- [+
Default County -Select- [~ |
Program Fees | J
Irtake Procedurs | |
Elgitulity
Langusges I |
Is this provider & shaltar? O yeg & pio
Shalter Requiremants | |
Shelter Service Code [ [Set]| Clear |
Master Flag O yYes @ Ho
Uses Servica Point? O yes & o
Add Mew Provider - [ Level )
Save Changes | [Exi]

Figure 105: American Help Center - Intake Provider (Middle Portion of Page)

Definitions to fields within a Provider Profile are listed in Appendix C. Once completed and the

information has been saved using the Save Changes button, the screen expands for additional
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Provider configuration. In Figure 106 below, information about the American Help Center

Provider is shown.

Provider Specific Services [ ][ Add Service
Name Status
Family Counseling Active
i Health Referral Active
i Transport Services Inactive
|.'u-aas Served | Edit Areas Served J
Bedlists Add Bedlist
Name
None.
Cities Served Edit Cities Served
Bassier City, Minden, Huston
Counties Served [ Edit Counties Served |
Cadda Parizh, DeZata, Red River
Services Provided |M|
Service Code Description
[ RF-200 Family Counssling
Seruice Quickiist [ Add servics |
Service Code Description
Mone.
Referral Quicklist [ add provider |
Name
None.
Provider Groups [ mansqe Frovider Group |
Name Contact
None.
Child Providers | Add Child Provider |
Name

i AHC - Domastic Viclenge Centar (Leval 4 )
i AHC - Food Bank (Lewel 4 )

Figure 106: American Help Center - Intake Provider (Middle Portion of Page)

The Provider Specific Services section is used to define specific Services a Provider offers using
non-Code Set terms. This section allows Administrators to create fields for reporting on
Services without being limited by Code Set terms. See the section on Service Transactions in

Chapter 4 for more detailed information on the use of Provider Specific Services.

The Areas Served section permits using regions to describe the areas a Provider serves. For
example, one Provider may cover the North and Northwest regions of a city or state while
another Provider offering similar services would cover the South and Southwest regions. Areas

are defined in the Areas Picklist.
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Creating Bedlists for a Shelter

A bedlist is a list of available beds within a shelter. A Provider designated as a Shelter can have
multiple bedlists, depending on how the agency has organized the management of its beds. For

example, a shelter may have a bedlist for men and another for women. (Figure 107)

Bedlists Add Bedlist

i Safe Haven

Figure 107: Battered Women’s Shelter Bedlist

To create a bedlist, the System Administrator should click the Add Bedlist button to display a

blank Bedlist Data screen (Figure 108). Within this screen is the name of the bedlist @ and the

shelter type @.

badmmin
Bedlist - (Safe Hawven)
| seve Changes
Bedlist Data
Prenider fared W ] A8 4 1
Name |Safe Haven | +
Type Warmen's Section 5 ‘_e
o—P Floor and Room Data [_Add New Floor |
T FLOOR: [2nd Floor ||_Add Hew Room | 4—0
i@ roomM: [Roem 2-1 | (3 becs) [[Edk Beds |
& room: [feom 2-2 142 becs) [Edt Bads |
T FLOOR: [3rd Floar | [7dd ew rzom ] #
i@ rooM: [Roem 3-1 | (2 bads)
& room: [Ream 3-2 ] (2 beds)
Bedlist - (Safe Haven)
Sawve Changes

Figure 108: Completed Bedlist
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Once the initial Bedlist screen is saved, the page expands to display additional bedlist
configuration items including adding a new floor (default name *New Floor*) ©, adding a room

to a floor (default name *New Room*) @ or adding beds to a room © (default name *New

Bed*).

The Edit Bed button is used to add or edit beds within a room. It displays a screen in which the
User enters the number of beds to be added for each room shown in the Room Data section at the

top of the page. (Figure 109)

Room - (Room 2-1)
Save Changes
Room Data
Provider Battered Women's Shelter { Level 4 ) (£51)
Bedlist Safe Haven (£18)
Name IRnom 2-1 |
BedData | || AddNewBeds | | Delete All Checked Beds |
O [eed 2-1-a |
[ [Bed 2-1B |
O [crib 2-1-C |
Room - (Room 2-1)
Save Changes

Figure 109: Edit Bedlist Screen

Each newly added item can be renamed but consideration should be given to naming conventions
so that the appearance of the list is organized. For example, if you add under 100 beds, use 01,
02, etc. for one digit numbers. If you are planning to add 100 or more beds, use 001, 002, 010,

011, etc for one and two digit numbers respectively.

When deleting a floor using the Delete icon, all associated rooms and beds will also be deleted.

Removing a room will also remove all associated beds.
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ADDITIONAL SERVICE RELATED SECTIONS

The Cities Served and Counties Served sections allow Administrators to define the cities and
counties that are served by the Provider. The Services Provided section uses Code Set terms to
identify the Services that a Provider offers. The terms placed in this section serve as search

terms in the ResourcePoint search engine.

Services Quicklist and Referral Quicklist populate a dropdown list to speed up data entry for End

Users when defining NEEDS and SERVICES and when creating REFERRALS.

Modifying Provider information can be performed easily by accessing the appropriate Provider

profile, making the change, and saving the profile.

ADDING CHILD PROVIDERS

As mentioned earlier, the highest level of any Provider structure is the Parent Provider. The
Child Provider section is used to add an entity’s programs or other related but separate Services
offered by the entity. Adding a child Provider is performed in the same way as a top-level
Provider. The only difference is that a hyperlink to its parent and the level of the Provider is
automatically included at the top of the profile.

PROVIDER AND DATA SECURITY

GOLDEN RULES OF DATA SECURITY

Protecting Client data from unauthorized access actually includes many several levels of
security. When setting up a ServicePoint system, an Administrator should be aware of three data
security rules. These rules within ServicePoint are called the “Golden Rules of Data Security”.
They dictate what can and cannot be hidden depending upon the parent-child relationship (see

the Provider Parent and Child Relationships in Chapter 1).
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GOLDEN RULES OF DATA SECURITY:

e Parents CANNOT hide from their children.
®  Children CAN hide from their parents.
e Siblings CAN hide from one another.

e Using Figure 110, the Golden Rules of Data Security apples as follows:

= Since Provider 4 is the parent of Providers 7, 8, and 9 and its data cannot be hidden from
its children (Providers 7, 8, or 9).

= Since Providers 7, 8, and 9 are children of Provider 4 their data can be hidden from
Provider 4.

= Since Providers 3, 4, 5 and 6 are "siblings," their data can be hidden from any or all of
each other.

| Primary Parent |

Provider 1

| 1
cnia ] [Comia ] [ cnin |
1 I

Provider 2 Provider 3 Provider 4 Provider 5 Provider &

Parent

o]

Provider 7 Provider 8 Provider 9

Figure 110: Sample Provider Structure
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ELEMENTS OF DATA SECURITY

There are several levels of security within ServicePoint. These levels permit flexibility in
configuring data access within a Provider structure. Considerations related to elements involved

with securing information stored by a Provider include:

e Provider Structure

e Release of Information (ROI)
e User Access Level

e User's Special Permissions

® Default Security Settings

e Security Settings within Client Files

The combination of these security elements dictates whether data is accessible to the User.

Potential Exceptions Add Provider
Provider Name Add Te All
None.

Default Restrictions and Exceptions. | Show Default Ex
Action Step O gpen © Closed

Additional Profile Information O ogen & Clgsed

Case Note O gpen © closed

Casewarker O gpen @ Closed

Childhood Immunization O goen @ Closed

Childran O gpen @ Closed

Client @ ggan O Closad

Client Budget and Expenses O open & Closed

Diagnosis C gpen & Closed

Education
Employment
FileAttach

Global

Goal

History
HUD-40118
Infraction
Insurance Information
Legal

Medical

Medieal_1
Madication

Mantal Health
Military

MNead

Perscnal Strengths
Residential
Substance Abuse

O gpen © closed
C gpen @ Closed
O gpen @ closed
O gpen © Cloged
O gpen @ closed
O gpen © Closed
O open @ Closed
O gpen @ Clgsed
O Open @ Closed
O gpen @ Closed
O Open © Closed
O gpen © Closed
O gpen @ Clased
O open © Closed
C gpan © Closed
O Open @ Closed
C gpen @ Closed
O Open @ Closed
O gen ® Closed

Figure 111: Provider Default Restrictions and Exceptions Section
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DEFAULT RESTRICTIONS AND EXCEPTIONS

The Default Restrictions and Exceptions section on each Admin Provider Profile screen allows
Administrators to determine the default security settings for a Provider. Each line item in this
section represents a piece of Client data, from Assessments to Action Steps to Caseworkers. The
restrictions on each of these line items is either Open or Closed. If set to Open, then every User
in your instance of ServicePoint will be able to see that element of the Client's record (if the data
is entered during an active ROI). The primary view of this section displays the Default

Restrictions. (Figure 112)

Potential Exceptions Add Provider
Provider Name Add Ta All
Nane,

Default Restrictions and Exceptions | Show Defsult Exceptions |
Action Step O open @ Closed
Additional Profile Information O open & Clgsed
Case Note O open @ Closed
Caseworker C gpen @ Closed
Childhood Immunization O gpen ® Closed
Childran O gpen & Closed
Client © gpen O Closed
Client Budget and Expanses O open & Closed
Diagnaosis O gpen @ Closed
Education O open @ Closed
Employment C gpan & Closed
Fileattach O geen @ Closed
Global O gpen @ Closed
Goal O open © Closed
History C gpen @ Closed
HUD-40118 C open & Closed
Infraction C' ggen & Closed
Insurance Information O open @ Closed
Legal O gpen © Closed
Medical O gpen @ Closed
Medical_1 C Cpen @ Closed
Medication O gpen @ Closed
Mental Health C Open & Closed
Military O ggen @ Closad
MNaad C open & Closed
Personal Strengths C ggen @ Closed
Residertial C open @ Cloged
Substance Abuse C gpen @ Closed

Figure 112: Provider Default Restrictions and Exceptions Section

However, sometimes it is necessary to keep some Client data closed from most, but not all
Providers. ServicePoint has the ability to set Exceptions to the established Restrictions. For
example, suppose Provider A wants to share the data collected in an Assessment for all Clients it
serves with Provider B, but does not want to share that data with any other Provider. Provider A
should set the Default Restriction for that Assessment to Closed with Provider B listed as a

Closed Exception.
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To do this, Provider B must be listed as a Potential Exception in the section directly above the
Default Restrictions and Exceptions section. Clicking the Add Provider button will open a popup
window that displays all the Providers in the site. Simply clicking on the name of the desired
Provider will set it as a Potential Exception. The Administrator can now apply that Provider as

an actual Exception to any or all of the line items of Client data.

Clicking on the Show Exceptions button will change the view of this section of the screen to
display a column for Open line items and a column for Closed line items. The applied
Exceptions for each line item are also displayed in this view. The Restrictions can be altered
from this view if necessary. Simply by clicking on the Add New Exception button will allow
Administrators to apply Potential Exceptions as actual, or applied, Exceptions to the rule, or

Restriction, governing the associated line item.

For example, in the Figure below, the Default Restriction on the line item "Action Step" is
Closed. However, two Providers are listed as Exceptions to this Closed rule. This means that
any information related to Action Steps for any Client served by this Provider will only be
viewable by Users at this Provider, any of its Child Providers (see the first Golden Rule of Data
Security), and Users at the AHC - Domestic Violence Center and Teen Pregnancy Counseling

Services. (Figure 113)

Potential Exceptions Add Provider
Provider Name Add To ANl
Tl AHC - Domestic Violence Center (Level 4 ) Add A5 Ogen Excention Add A5 Closed Exception
i Teen Pregnancy Counseling Services (Level 4 ) Add a5 Open Exception Add &5 Closed £ fion
Default Restrictions and Exceptions. [ Hide Defauk Exceptions.
Action Step foen ) Closed
open [ Add rew Exception |I [ acd wew Exception
Provider Name Provider Nome
Iﬂ AMC - Domestic Violence Center (Level 4 )
en I|r-q Services (Level 4 )
Additional Frofile Information O goen @ clased
Open Exceptions Closed Exceptions Add Maw
Frovider Hame Provider Name
[ AnC - xmu. 4 e Center (Level 4 )
Te: | ing Services (Level 4 )
Case Note
Open [_Add hew Exception || [_Add New Excestion
Provider Hame Provider Name
[ AHC - Domestic Viclance Canter {Level 4 )
[ Teen Pregra: CDun:I:S¢ ces (Level 4 )
Caseworker ) Closed
Open Exceptions. Add New Exception Closed Exceptions. Add New Exception
Pravider Hame
Mane. i Al lence Center (Level 4 )
Te: ¥ Counseling Services (Level 4 )
Childhood Immunization O gpen & Clased
Dpen Exceplions Add New Exception Closed Exceptions Add Mew Exception
Provider Hame Provider Name
Mane. [ AHC - :> mestic Violence Center (Level 4 )
[ Teen v Ceu m sg Services (Level 4
Childran ) gpen @ Closed
Open [ Add Hew Exception || (closed [_Add new Excegtion
Provider Name Provider Name
Mena, E.' AHC - Demestic Vislance Center (Leval 4 )
[ Teen Pregnancy Counse ling Services (Level 2
Client @ gpen O closed

Open Exceptions Add New Excapticn Closed Excoptions Add New Excaption
Pravider Hame Provider Name
Nane. Hane.

Figure 113: Default Exceptions and Restrictions with Potential Providers Exceptions
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The line item Client in the Default Restrictions and Exceptions section of the
Admin Provider Profile screen refers to the Client's First Name, Last Name,

@ SSN, and Household information. The Default Restriction for this line item is
independent of the ROI - no ROI is necessary to activate the Default
Restrictions and Exceptions for this line item.

REMOVING SERVICE PROVIDERS

Deleting a Provider will also delete all Users attached to that Provider. Please do not delete
Providers unless absolutely necessary. Although the information will be accessible directly from
the database, retrieving the information in this manner is a chargeable item by Bowman Systems'

Operations Team. Client data will remain accessible if it had been shared with other Providers.

SERVICEPOINT ASSESSMENTS

Although ServicePoint includes a number of built-in assessments, Administrators may need to

redesign an assessment or create custom assessments for your community. This task can be

performed through the Assessment Admin hyperlink within the Admin Module.

The Assessment Admin screen has two distinct sections: the Category section @ and the

Assessment section @. A Category is a group of questions all related to a particular topic. An
Assessment 1s a questionnaire consisting of questions selected from one or more categories that

can be made available to any or all Providers to use. (Figure 114 below)

A Picklist © at the top of the Category section can be accessed to view all existing Categories.

New Categories can be added by System Administrators if necessary @. Selecting a Category
from this dropdown list will display questions associated with the selected Category that are not

included in the Assessment being viewed below. Or, new questions can be added to an existing

Category ©.

All existing Assessments can be accessed from a Picklist in the Assessment section of the screen

®. New Assessments can be added into the system if necessary @.
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Bidrmin
-
a_’ Category - FROMILE L [ add wew |[oetete |
Quasticn Categary Type Laskup Table
o- @S Seenks Erghah? PROFILE Yei_no
=1 P Driver's Lizense Mumber PROFILE textnos
N Guestan e ks
o 9
r B Additional Profils Infesenation [w |l [T
Quesk Categary  Type Lookup Table
1 & oS Date of Birth GENERAL  date
: B es Gender GENERAL  leciup Sex
» 4 es Race GENERAL  loolkup Race
i B as Ethwnicity GENERAL  lockup Ethnicity
5 ke Alas PROFILE vt
s 0oL English Speakang Skills EDUCATION lnckup Ensghish Skills
(- E-Fa Primary Language Spoken FROFILE bectieone
[}~ E=F.4 Sacondary Language Spoken  PROFILE tathox
v Bk es City of Barth PROFILE bt
T~ L7 Saate of Birth FROFILE leciup State
m uld e Country of Birth LEGAL betion
g es Marits] Status PROFILE lockup Marital Status
1l es Emergancy Contacts PROFILE sub_sssassmant - Salet - i
1 B Contact's Hame PROFILE bewtbox
2 &7 Cortact's Address PROFILE bt
3 B Comtact's City PROFILE bt
- i E’ Contact's State PROFILE lockoup: State
5 il & Phone Number PROFILE et
&k B Sesond Phana Humber PROFILE TR
7 i & Relstionship to Chent FROFILE et
(]~ & Shart Date FROFILE diste
\ [~ # End Date PROFILE date
Cirdar Fublich || Publigh All

Figure 114: Assessment Screen

% For detailed instructions on how to add new questions or to create custom
Assessments, please see the HelpFile -> Aministration -> Assessment Admin.

© Copyright 2004 Bowman Systems LLC

Page 147



SERVICEPOINT SYSTEM ADMINISTRATOR

QUESTION TYPES

The format of an answer to an assessment question is determined by the question type.

Label Allows the creation of a divider on the Assessment Page. It does not
collect or hold data. This serves as a "header" within an Assessment.
Int (Integer) A field that stores only numbers. Used for input of whole numbers.
Textbox Allov‘vs‘ entry of one line of text. Box size is determined by the
Administrator.
Textarea Allows for entry of multiple lines of text.
Date Allows entry of a date in one of two formats: mm/dd/yyyy or m/d/yyyy
Create a Picklist or a dropdown box. Once created, the Picklist Data
Lookup option on the Admin Main Page must be used to add items to be
selected.
Yes/No Creates a Picklist with Yes and No as the only options.
Allows Users to collect multiple answers to a series of related
questions that may change over time, i.e. Emergency Contacts.
Sub-Assessment Questions are added to the subassessment only after the subassessment
has been added to an assessment (see below) ©.
Service Code Creates a question that allows Users to access Code Sets.

Table 9: Question Types

Adding a New Question

The Add New Question button initiates the display of the Add Question To Assessment screen.

This screen is used to configure the questions based on the question type selected.

[ome | Clentpant | Resouceboint | Shelieoint | Reports | »ioe | el | topot

Category - EATINGDISORDERS (]| Add New || Delete |
Question Category Type Lookup Table

New Question Type - Select - | Add New Question |

label
Assessment {,.;

| Publish All I textbox

textarea

date

lookup
ServicePoint version 3.05.002 (db b IRt
Licensed to: Bowman Systen B Rt -

© 1999-2004 Bowman Systems L.L.C. All R[50
Masics,code

Figure 115: New Category for Eating Disorders with Question Type choices
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The fields that will display depend on the question type being created.

The text of the question the User sees.

Question Code

The system assigned question ID number

If the User clicks on the label for this question, a popup window will

Description/Help provide a description of the question.
Category The category this question will be associated with.
Minimum Access | Indicates the User roles that will be able to view this field. The
Level default is to have the field open to all access levels.
. Expressed in the number of characters, this field defines the length of
Box Size*
an entry box.
Max Input Allows the creator to enter the maximum allowed characters for this
Characters* field (the system allows a maximum of 50 characters)

Minimum Value*

Allows the creator to specify for Int and Money question types the
lowest numeric value to be entered. If the User enters a value lower
than the minimum, a popup alert appears.

Max Value*

Allows the creator to specify for Int and Money question types the
maximum numeric value allows. Ifthe User enters a value higher
than the maximum, a popup alert appears.

Number of Rows*

The rows of text displayed within a Textarea only field for the
answer

Number of
Columns*

Specifies the length of the entry box within a Textarea as expressed
in number of characters

Lookup Table*

Allows the creation of a picklist and appears as a dropdown box.
Choices to be selected are listed in the PickList Data section
accessed through the Admin Main Page.

Table 10: New Question Fields (*Appearance depending on question type)

REDESIGNING EXISTING ASSESSMENTS

Redesigning an existing assessment involves the addition of existing questions from a category,

removal of questions from an existing assessment or revision of questions that is part of a

category and assessment.

%} For detailed instructions on how to add new questions or to create custom
Assessments, please see the HelpFile -> Aministration -> Assessment Admin.
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Adding/Remove Questions to an Existing Assessment
Adding questions to and removing questions from the currently viewed Assessment is performed

by either:

® Pressing the Add Question icon (&)

® Pressing Remove Question icon (&)

If adding a question, the selected question will be moved to the bottom of the Assessment section
of the screen. Removing a question will return the question back to its Category and will be

displayed in the Category section at the top of the page, if that Category is selected from the list.

Changing Assessment Questions Order

The order in which questions are displayed can be altered by selecting a number using the
dropdown list beside the question in the Assessment. Upon selection, all questions following the

number selected are automatically renumbered.

Modify Existing Assessment Questions

The Edit icon (¢*) is used to modify a question. This icon is available for questions of a Category
and for questions that are part of an Assessment. This option will allow System Administrators
to change the question's label, associate the question with a different Category, change answer
format parameters for the question (e.g. change the size of a text area or textbox), and alter the

format of the question label (e.g. change color, bold, italicize, or underline).

Publishing An Assessment

Newly created Assessments or modified Assessments must be published to the system in order to
be accessed by Users. To do this, click the Publish button at the bottom left-hand side of the
page. ServicePoint will search for any changes made to the displayed Assessment and will

"publish" them, essentially activating the changes.
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If a System Administrator has made changes to several Assessments without clicking the Publish
button, it will be necessary to click the Publish All button to activate the changes. This will
prompt ServicePoint to search all Assessments for any changes made since the last Publish. This

process may take a while to complete.

Requiring System Administrators to Publish his/her changes allows the ability to begin working

on new or existing Assessments in one session and finishing his/her work during another session.

Provider Access to Assessments

As mentioned at the beginning of this course, access to Assessments is on a Provider-by-
Provider basis. The System Administrator must define which Providers will have access to each
Assessment. This is accomplished by using the Edit button within the Assessment Section.
Clicking the name of a Provider will select one Provider. Clicking the names of Providers while
holding down the Control key will select multiple Providers who will be given access to this

assessment. Once the desired Providers are selected be sure to Save your selection.

For detailed instructions giving Providers access to an Assessment, please see
@ the Assessment Admin Feature Tech Note. You can find this document
through the Self Service Portal by searching with keyword "assessment."”

ASSESSMENT ADMINISTRATION

Although a Provider may have access to an Assessment, the System or Agency Administrator

may need to perform additional configuration. This includes determining:

®  What order the Assessments are to be displayed in the Assessment List (Order)
e  Which Assessments are to be displayed in the Assessment List (Visible)

® Which Assessment is to be shown as the default selection within the Assessment List
(Default)

®  Which Assessment is to be included as part of the Client Profile page (Show On Profile)
®  Which Assessment is to be display upon entering a Client into a program (Show On Entry)

®  Which Assessment is to be displayed upon exiting a Client from a program (Show On Exit)
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Assessment Administration
Order Name Visible Default Show On Profile Show On Entry  Show On Exit
1 Additional Profile Information ® ® O @)

2| History ) O O O

3 kd Children O (@) @) @)

4 | Education O O (@) (@)

5 L2 Substance Abuse @) (@) (@) @)

6 1 Medication O O (@) @)

7 & Hup-40118 @ O @) ® ®

Figure 116: Assessment Administration within the Provider Profile

If your organization is dependent on HUD reporting requirements, it is
% highly recommend that the HUD 40118 Assessment be configured to
display upon entry to and exit from a program.

USER ADMINISTRATION

Determining which Provider to "attach" a User is vitally important for both storing Client data in
the correct place in the database and for maintaining proper security of Client data. The User's
Default Provider is the "bucket" in which all Client data entered by that User will be collected.

Remember, security settings (Default Restrictions and Exceptions) are applied to each Provider.

USER ROLES

It is advisable to take time to consider the access level assigned to each User. The capabilities of
each role within ServicePoint are defined in Appendix A and Appendix B. These documents are
designed to help System Administrators understand the full ramifications of what a User will or
will not be able to do. A User Configuration Worksheets is also included (Appendix F) to help

organize the necessary steps in creating a User within ServicePoint.
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ServicePoint Users | Add New User |
Name Username Provider Status Access Level
Terry Jones terry A Safe Place Active  Agency Administrator
Barbie Sharpen barbie AHC - Domestic Violence Center Active Case Manager II
Karen Bateman karen AHC - Soup Kitchen Active  Case Manager II
Don Wellingson don American Help Center In-Take Center Active  Agency Staff
Sally Felton sally American Help Center In-Take Center Active  Agency Administrator
Sharon Saffel sharon Battered Women's Shelter Active Case Manager II
BIS Support support Bowman Internet Systems Active  System Administrator I1
David Stephens dawvid East Shreveport Branch Active Case Manager II
Carl Davis Carl Family Shelter and Services Active  Case Manager II
Agnes Nottingham agnes Greater New Orleans Food Bank Active Case Manager II
Erank Franken frank Henry M. Shreve Crisis Center Active  Agency Administrator
Lisa Flournoy lisa Louisiana Statewide HMIS Active System Administrator I1
Vera Appleton vera Teean Pregnancy Counseling Services Active Cace Manager [
Susan Smith susan West Shreveport Branch Active Case Manager I
Annette Wilson Ann Women's Shelter and Services Active Case Manager II
showing 1-15 of 15

Search for a user
Keyword: | |
Provider: | Provider Search || Clear |

Search

Figure 117 ServicePoint User Listing Page

UsSeER DEFAULT PROVIDERS

A User's Default Provider cannot be changed once it has been saved. If an Administrator sets the
wrong Provider as the User's Default Provider, that User account will need to be deleted and a

new account will need to be created.

Typically, System Administrator IIs are assigned to the only Level 1 Provider in a "centralized"
or "True Hierarchical Provider Structure", though a System Administrator II's access remains the
same no matter where in the Provider structure he/she is attached. System Administrator Is,
Agency Administrators, Executive Directors and System Operators should always be assigned to
the top level of the Provider (agency) they will manage, whether in the centralized or
decentralized structure. Agency Administrators can create Users at any Provider below his/her

Default Provider. They are not able to attach Users to any of their sibling Providers.
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VIEW AND MoDIFY AN EXISTING USER

The User hyperlink is access from the Admin module and displays a list of current Users. This
screen permits the searching of the ServicePoint system for existing users that can be selected for

modification.

Edit User - Wilma Flintstone (Wilma)

| pelete ||  save Changes ||Exit]

Users ID 15
Name |wilma Flintstone |
Provider AHC - ic Wi nter 4
Login
New Password |  Generate New FPassword |
Access Level | Case Manager II laal
User Expiration :I (Specify a date, IE: 12/1/2002)
Status ® acive O [nactive
Code Sets [¥] AIRS Taxonomy

Oico-s

Cleer

O osm-1v-TR

Special Premissions
[v] Allow User to Back-date Releases of Information
[+] Allow User to Change the Security of their Clients' Assessments
[¥] Allew User te Use The SkanPeint Medule

Providers this user may enter data as Add Provider
Provider Name

None.

Edit User - Wilma Flintstone (Wilma)

[Delete || Save Changes | [Exit]

Figure 118: Edit User Account Screen

To change the configuration of an existing user, simply select the hyperlink representing the
User’s name. This will display the Edit User screen for that User (Figure 118). Fields within
this page include:
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USER ACCOUNT
—_— DESCRIPTION
FIELD NAME

The ID number assigned to the User by ServicePoint. Visible once

User ID user account has been saved.
Name The full name of the User.
Provider The User's Default Provider.
Login The name to be used to log into ServicePoint.
This is a temporary password used for initial login. Once the User
has logged in, he/she will be prompted to change his/her password
Password to something only he/she knows. System and Agency

Administrators can generate new passwords if the User does not
remember his /her self-defined password. No passwords are stored
in the ServicePoint application.

Access Level

The role assigned to the User.

User Expiration

The date the account is to be tagged to expire. Used to temporarily
assign an account, i.e. for volunteers.

Used to disable an account without deleted it. If a User fails to login

Status correctly four consecutive times, his/her account will be set to
"Inactive."
The Code Sets to be used by this User. Additional charges may
Code Sets apply depending on the Code Sets selected. AIRS taxonomy is

provided as part of a ServicePoint installation.

Special Permissions

Allow user to Backdate Release of Information will allow or
prohibit users from changing the ROI date from the current date.

Allow Users to change the Security of their Client Assessment
will allow or prohibit a User from changing the security setting of
their Client's Assessments from the Provider's Default Restrictions
and Exceptions.

Allow User to use the SkanPoint Module is visible only if
SkanPoint has been selected in System Preferences. If this box is
selected, the SkanPoint Module will be visible in the Navigation
Bar. Also, the capability to select a Client record by the Client ID
number and the capability to create individual Client ID cards is
made available for that User.

Providers this user
may enter data as

Gives the User permission to add data for other Providers that have
been added here.

Table 11: User Account Fields
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CREATING A NEw USER

Creating a User is performed by selecting the Add User button on the User Search Page. This
will display an empty user account page for configuration (Figure 119). With the exception of
the User ID and the Providers this user may enter data as, all other fields described above are
visible. Once the User account information has been saved, the User ID and the Providers this
user may enter data fields will become visible. In addition, the password for new users is

displayed once and will not be visible once the Save Changes button is selected.

Add new User
[ Save Changes | [Exit
Name | |
Provider Please click the button to the right to select a provider
Password 525585.:5' Generate New Password |
Access Level Resource Specialist I
User Expiration I:l (Specify a date, IE: 12/1/2002)
Status ® adtive O Inactive
Code Sets [ AIRS Taxonomy
Oicp-9
Ocer
O psm-1v-TR
Special Premissions
[J Allow User to Back-date Releases of Information
[ Allow User to Change the Security of their Clients’ Assessments
Add new User
e ||

Figure 119: Add New User Page

Be sure to record the password assigned prior to Saving. Once created,
o Administrators can only generate new passwords.

RESETTING USER PASSWORDS AND STATUS

On occasion, a User either will forget their password or will enter the wrong password causing

ServicePoint to disable their account.

e [fapassword is forgotten, the Administrator uses the Generate New Password button to
display a new password.

e [fthe wrong password is entered in error more than 4 times consecutively, the account will
be tagged as ‘Inactive’. Clicking the ‘Active’ Status button will reactivate the account.
Generating a new password may be necessary.
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IN SUMMARY ...

=  The Admin Module is accessible only to users with administrative roles.

= Agency Administrators can only add and configure Providers in or beneath their default
Provider and users within their default Provider structure.

= Agency Administrators can update Agency NewsFlash; System Administrators can update
system or Agency NewFlash areas.

= Shadow Mode is a troubleshooting tool that mimics a User’s ServicePoint environment. It is
not to be used for data entry purposes.

= Picklist is a customizable feature that makes data entry easier using dropdown list while
providing data entry consistency.

= System preferences control the poverty rate, poverty multiplier, case note editing capabilities
and SkanPoint availability on a system-wide level.

= User licensing is allocated by Provider with the ability to order additional licenses as needed.

= A Provider structure varies from one ServicePoint installation to another and can be set up in
a centralized or decentralized fashion.

= Admin Providers is a feature that is used to view and modify existing Providers or to create
and configure new Providers.

= A bedlist is created within a Provider’s profile and is used to organize floors, rooms and beds
within a room.

= Data security is managed using the Golden Rules of Data Security: Parents cannot hide from
their children; Children can hide from their parents; Siblings can hide from one another.

= Data security takes into consideration several elements in the sharing or hiding of Client
information. They are:

» How the Provider structure is built;
» Whether ROIs are used and if permission to share has been granted or denied;
» The access level of the User viewing the data;

» The permissions of the User to enter or edit Client data for a Provider;
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» The default settings of the Provider;

» Security settings made by the User.

= Default settings can be established for a Provider allowing exceptions on a per Provider
basis.

= User Roles control what a user can access within ServicePoint and are associated with a
default Provider.

* Once created, a User cannot be moved to another Provider but can be configured to enter
data for other Providers within the structure.

= The User hyperlink is used to create and edit User accounts.

= User accounts can be Active or Inactive and can be configured to be disabled on a specified
date.

= Users must be given permission to use Service code sets, SkanPoint, perform backdating and
to change security of a Client’s Assessments.

= User passwords cannot be seen by the Administrator but can be re-generated.
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APPENDIX
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APPENDIX A - USER ROLE DESCRIPTIONS

Access is limited to the ResourcePoint module. This role allows
the User to search the database of area agencies and programs and
Resource Specialist I view the detail screens for each agency or program. Access to
Client or Service records is not given. A Resource Specialist
cannot modify or delete data.

The same access rights as Resource Specialist I. In addition, this
Resource Specialist I | person is considered an agency-level I&R Specialist with the
ability to update their own Provider information.

The same access rights as Resource Specialist II. In addition, this
person is a system-wide I&R Specialist with the ability to update
any Provider information. This access level can also edit the
system-wide news.

Resource Specialist 111

Access to ResourcePoint module is limited access to viewing
Provider information. Access to ClientPoint is limited to
accessing Client Service records. A volunteer can view or edit
basic demographic information about Clients but is restricted from
Volunteer viewing detail assessments. This role is permitted to enter new
Client records, make Referrals or check-in and checkout a Client
from a shelter. Normally, this access level allows a volunteer to
complete the intake and then refer the Client to an Agency Staff or
Case Manager.

Agency staff has access to ResourcePoint, has limited access to
ClientPoint, full access to Service records and access to most
functions in ServicePoint. However, Agency Staff can only
access basic demographic data on Clients. All other screens are
restricted, including assessments and case plan records. They
have full access to Service records. There is no reporting access.

Agency Staff

Case Managers have access to all features excluding
administrative functions. They have access to all screens within
Case Manager 1 ClientPoint, including the assessments and full access to Service
records. There is full reporting access with the exception of audit
reports.

Case M I i
ase Vianager The same access rights as Case Manager 1.
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Agency Administrator

Agency Administrators has access to all features including
agency-level administration functions. This level can add or
remove users from their Provider and edit their Provider data.
They have full reporting access. Agency Administrators cannot
access the following administrative functions: Assessment
Administration, Picklist Data, Licenses, Shadow Mode or System
Preferences.

Executive Director

The Executive Director has the same access rights as the Agency
Administrator, but is ranked above the Agency Administrator.

System Operators

System Operators has no access to ClientPoint or ShelterPoint.
They have not access to reporting functions but do have access to
administrative functions. The System Operator can setup new
agencies, add new users, reset passwords and access other system-
level options. The system operator helps to maintain the system,
but does not have access to any Client or Service records. The
System Operator can order additional user licenses and modify the
allocation of licenses. This role does not perform entry of data for
multiple Providers.

System Administrator I

System Administrator I has the same access rights to Client
information (full access) as the Agency Administrator. In
addition, this user also has full access to administrative functions.

System Administrator 11

System Administrator II has full and complete access to the
system with the exception of the option of choosing a Provider
other than the default Provider assigned to their ID. This role is
not meant to perform entry of data for multiple Providers.
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APPENDIX B - USER ROLES MAP

$ & & - g L - =
s/ &1 & 5/ s s s/ § s <
S 3 o 3 < o ) < o 0 < <
-, S g g g $ 3 8 $ 2 g g N
Access Description AN @ -3 ac < (3 (3 < w 7} 7} 7}
ClientPoint Module Yes No Yes Yes Yes Yes Yes Yes Yes
ResourcePoint Module No Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes
ShelterPoint Module No Yes Yes Yes Yes Yes Yes Yes
SkanPoint Module No Yes Yes Yes Yes Yes Yes Yes
Report Module No Yes Yes Yes Yes Yes Yes Yes
Admin Module No No No No No No No Yes Yes Yes Yes Yes
Access Multiple Providers Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes Yes No
System-Wide Access No No No Yes No No No No No No No Yes
Agency Administration No No No Yes No No No Yes Yes Yes Yes Yes
Use Shadow Mode No No No No No No No Yes Yes Yes Yes Yes
Agencies and Program Data \' VU VU Vvuc )\ VCUD VCUD VCUuD VCUD VCUD VCUD
Client Profile Demographics VC VU VCUD VCUD VCUD \
Client Profile Detail Entries VU VCcuUbD VvCcubD VCcubD )
Client Service Records VU VCUD VCcubD VCUD \
Client Assessments VU VCUD VCUD vVCcCUuD )i
Client Case Plans VU vVCcUuD VCUD VCcCUD Vv
Client Service Transactions VU VCUD VCUD VCcCUuD Vv
Client Referrals C VCU VCuU vVCcUuD VCcCUD vVCcuD Vv
Client Check-In/Check-Out VCU VCU VCUD VCUD VvCcCUuD Vv
System NewsFlash Vv Vv Vv Vv v Vv Vv Vv ) VCcCUD VCcCUD VCcCUuD
Agency NewsFlash Vv Vv VU ) Vv ) ) VCUD vVCcUuD VCcUubD VCcCUuD vVCcUuD
Audit Reports VC VC VC VC VC vVCcCUuD VvCcUuD
Provider Reports C Cc Cc VC VC VC vVCcubD VCUD
Custom Reports C C C VC VC VC VCUD VCUD
User Accounts vVCcubD VCUD VvcubD VCUD VCUD
Licenses Allocation VvCcubD VCUD vcubD vcubD VCuUD
PickList Data VCUD vVCcCUuD VCcUuD VCUD vVCUD
System Preferences VCUD VCUD VCUD VCUD VCUD
Reset Passwords U U U U U
User Accounts Activation U U U U U
User Accounts De-Activate U U U U U
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APPENDIX C — PROVIDER FIELD DEFINITIONS

Official Update Date of formal update of the Provider information updated on a scheduled basis

Name Name of the Provider being created

If not creating Level 1 Provider, the parent Provider name displays as a hyperlink

Parent Provider for access to the parent Provider page

A non-editable field that displays whether Provider is active or inactive within the

Status community
Contact Person Name of contact related to this Provider
Contact Title Tile of contact related to this Provider
Street Address Physical street location of this Provider

(more) Street Address Additional location information such as floor or suite number

City Physical city location of this Provider
State Physical state location of this Provider
Zip Zip code of this Provider
County County of this Provider
Area Geographical Area used as a search criteria in ResourcePoint
Mailing Address Mailing address of this Provider
(more) Mailing Address | Additional mailing address information such as mail stop
Mailing City Mailing address city
Mailing State Mailing address state
Mailing Zip Mailing address zip
’f]e)l:sptll'?;teiolri;‘ List descriptions for up to four telephone numbers for this Provider
Telephone 1-4 (Number) | List up to four telephone numbers Provider
Fax Fax number of this Provider
Email Address Email address to use to contact this Provider
Website Address Website address for this Provider
Provider Type ID Designation for type of Service Provider i.e. non-profit, government agency, etc.
Show On Public Site For use in CommunityPoint
Printed Directory For use in CommunityPoint
Description Description of Services provided by this Provider
Landmarks Description of landmarks to help locate this Provider such as cross street
Handicap Access Select Yes or No as to whether this Provider has handicap access to their location.
Brochure Select Yes or No as to whether the Provider has a brochure available for viewing.
Hours Hours of operation for this Provider
Zips Serviced Zip codes Serviced by this Provider
ServicePoint Interface Always choose ServicePoint: standard
Default City Used to provide pre-selected city when entering data for this Provider and its Clients
Default State glslz(lll ttso provide pre-selected state when entering data for this Provider and its
Default County glslz(lll ttso provide pre-selected county when entering data for this Provider and its
Program Fees List fees associated with this Provider’s Services
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F1ELD NAME DESCRIPTION

Intake Procedure Describe requirements
Eligibility General eligibility requirements to be displayed on the Provider Profile Screen
Languages List languages that are spoken by personnel at this Provider

Is this Provider a shelter | Select Yes or No as to whether this Provider is a shelter

Shelter Requirements If Yes selected above, list requirements of this shelter Provider

The Service code selected here will be recorded for each Shelter check-in. If left

Shelter Service Code blank, it will default to Emergency Shelter.

Master Flag A legacy from earlier versions of ServicePoint. Leave selection to No

Uses ServicePoint Select Yes or No as to whether this Provider is using a ServicePoint system.

Fields that display after a Provider is created:

F1ELD NAME DESCRIPTION

Last Updated Date of last update and user who performed update

Created Date this Provider was created

Provider Specific Services | List specific Services offered by the Provider

Areas Served No function
Bedlists Used in ShelterPoint to manage shelter beds
Cities Served List cities Serviced by the Provider
Services Provided Uses Service codes to describe the Services offered by this Provider
Service Quicklist Used to provide pre-selected Service codes for use when entering Client data
Referral Quicklist Used to provide pre-selected Providers for Referral purposes

. Used by System Administrators to run reports on multiple Providers across Provider
Provider Groups

trees.
Child Providers Used to create and access Child Providers of the current Provider being viewed
Potential Exceptions Defines Provider exceptions to default access settings

Default Restrictions and

R Defines default settings in access and viewing Client data stored by this Provider
Exceptions

Assessment

Administration Defines assessment to be used by this Provider
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APPENDIX D - PROVIDER CONFIGURATION WORKSHEET

Provider Name: Parent:

ServicePoint User?: Q Yes Q No Shelter?: Q Yes Q No
Provider Specific Services

Name

1. 2.

3. 4.

5- 6.

Areas Served

1. 2,

3. 4.

5. 6.

Bedlists

Name Section Name Section
1. 2,

3. 4.

5- 6.

Cities Served

Counties Served

Services Provided

Service Description

1. 2.

3. 4.

5. 6.

Services Quicklist

Name

1. 2.

3. 4.

Referral Quicklist

Name

1. 2.

3. 4.

Child Providers

Name

1. 2.

3. 4.

5. 6.

Potential Exceptions

Provider Name

1. Addto All: [ ]Open []Closed
2. Addto All: [ ]Open []Closed
3. Addto All: [ ]Open []Closed
4. Addto All:  [] Open [] Closed
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APPENDIX E - PROVIDER RESTRICTIONS AND

EXCEPTIONS WORKSHEET

PROVIDER NAME: PARENT:
Restrictions and Default Exceptions Open with Exception | Closed with Exception
Exceptions Category (Open or Closed) Provider Name Provider Name

[ 1Open/ [ ] Closed

[ 1Open/ [ ] Closed

[ 1Open/ [ ] Closed

[] Open / [ ] Closed

[] Open / [ ] Closed

[] Open / [ ] Closed

[] Open / [ ] Closed

[] Open / [ ] Closed

[] Open / [ ] Closed

[] Open / [ ] Closed

[] Open / [ ] Closed

[] Open / [ ] Closed

[ 1Open/ [ ] Closed

[ 1Open/ [ ] Closed

[ 1Open/ [ ] Closed

[] Open / [ ] Closed

[] Open / [ ] Closed

[] Open / [ ] Closed

[] Open / [ ] Closed

[] Open / [ ] Closed

[] Open / [ ] Closed

[] Open / [ ] Closed

[] Open / [ ] Closed

[] Open / [ ] Closed

[] Open / [ ] Closed
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APPENDIX F - USER CONFIGURATION WORKSHEET

User Name:

Provider Name:

Login Name:

Assigned Password:

Volunteer Case Manager 11

Resource Specialist | Agency Administrator

Resource Specialist 11 Executive Director

Access Level:

Resource Specialist I11 System Operator

) () (W

Agency Staff System Administrator I
Case Manager | System Administration II
User Expiration:
Status: Active Inactive
AIRS Taxonomy CPT
Code Sets:
ICD-9 DSM-IV-TR
None

Allow User to Back-Date Releases of Information

Special Permissions:
Allow User to Change the Security of their Client’s Assessments

Iy g {an] (A] (] g .

Allow User to Use the SkanPoint Module

Providers this user may enter date as: (visible after user is created)

1. 9.

10.

11.

12.

13.

14.

15.

Sl I A B A Bl B

16.
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APPENDIX G - PROVIDER BEDLIST WORKSHEET

Provider Name: Parent:

Shelter Name: Shelter Type:

Floor Name: Room Name:

Beds

8) 9) 10) 11)
12) 13) 14) 15)
16) 17) 18) 19)
20) 21) 22) 23)
24) 25) 26) 27)
28) 29) 30) 31)
32) 33) 34) 35)
36) 37) 38) 39)
Floor Name: Room Name:

Beds

1. 2. 3. 4.
5. 6. 7. 8.
9. 10. 11. 12.
13. 14. 15. 16.
17. 18. 19. 20.
21. 22. 23. 24.
25. 26. 27. 28.
209. 30. 31. 32.
Floor Name: Room Name:

Beds

1. 2. 3. 4,
5. 6. 7. 8.
9. 10. 11. 12.
13. 14. 15. 16.
17. 18. 19. 20.
21. 22. 23. 24,
25. 26. 27. 28.
29. 30. 31. 32.
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This document and the information contained herein
is the property of Bowman Systems LLC
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